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Cash Registers, Cal 
Adding Machines and Duplicators HIRED ‘AND 


OFFICE PRINTERS, GESTETNERS, RONEOS, GAMMETERS, ETC 


“ THE IDEAL ” =A ) THE KNOCKED OVER 


THE SUPERB TYPEWRITER >. i if vou use Telephone. 
Be ERR xtending Arms 
: LINE GUIDE 


mA Extend and Swing in any dird 

iaa i e tion, > Supplied with fittings $ 

typist’s time “ae wall, desk or table. į 
Paks: pen EN a8 inches. o ee 
ap the lever | ing OF pey 
and the line ™ ae ee aa! 
guide moves ne N . i 4 +s í 


st Message Recorder B18 post ix 


Hygienic Glass Mouthpieces (pr 
Ane cheaper] influenza). 2/2 post f 


156 


l $ , i tm The moda 
The Cow of repeat orders for ‘ideals’ more than pute, ; method of 
testifies to the merits of this ideal machins, Lier Tappy tening pap 
A user writes: “Send us two more ' ideals." i E: L: . CLUPLESS Makes clips: 
Our typists all want to use those we have.” a ice, FASTENER . paper iteel 
p p . a ‘ost free YE 


THE FAMOUS Facil). caLcuLator SPECIAL OFFE Xi 


Multiples, divides, NEARLY NEW 
adds and subtract, re a : 
15x10x99 Book-keeping and Accountin 
trom £29 10s. ; | cia 
Ta aA Machines, Loose Leaf, Fanfoldso 
H 


40 ‘ * : : i 

rr ae ee hee Book Writers, with or withot 
Adding and Subtraf 
of all makes, at Bargain | 


THE BIJOU QUIET PORTABLE ; A. THE ADOOM 
Hts. quietness and Hight touch area distinct aid a ae 
to efficiency, while Hs compactness, lightness 
and beautiful work make it THE BEST. 
With four-row standard keyboard, complete in 
case, (Weight 8 Ibs., nearly 2 Ibs. Hichter than Sad ; Le T a 
P l ee : NO MORE ERRORS. Use the 
: £to 10r. vn g g T ; pocket Addometer. Adds, subtracts 4 
l complete. D T Fi ; E i plies rapidly and accurately. ] 
SAVE LOSS 1 G l Decimal or Ordinary Figuresand Feeta 
" + : 


PREVENT FRAUD FOR POCKET OR DESK 
> PROTECT YOUR ' So Simple Anyone Gan Use it 


E l e f, , Size lxii «4 ins. 
CHEQUES WITH Ag 3 | 70/~ post free. 
CHEQUE WRITER i Seed a Plush lined dueoid case, 
aes When ordering state for 
As used by the leading firms. Do you realise $3231. FILING ATTACHMENT what money required. 
that an altered cheque is your liability ? A New Gadget to speed up filing, facihtates sorting and Also cheaper het Adder fig ordinary 
New: £8 8s. each. prevents loss by making the papers handily visible right aml Indian money 187- post tre: 


at the file, For any filing cabinet, quarto, cast steel t0 
a mon ypa peen ha ai Foolscap, cast. steel, 10/6 


BARGAIN OFFER 


Fire - resisting and 

y ha -proof aa 

Office Cupboards, i a t cee 
#finished art green, a THE LATEST INVENT: 
| | lever ee duplicate THE TAPP UNIQUE ann Maio A ron aai A eeu aan 

am | 

Zit. high, | Swinging and Detachable ns Writes a thicx line on paper, 
ig ins. wide, 45 /— LETTET THAY SET aa , Ba adding “parca 
$ * he 

i 30 ins. high, PEEN ' F : ee Noti Price Tickets, Lak 
i A big aid to ea a = is ‘a ens LAS 
“Tgiwee pg | Saige = Conde et 

pi high, 3 2ft. wide, AU trays Hit WE pene serena PRESERVE 

ins. deep, as off, are Som : 7 YOUR LETTERS 


ilustra: £4 10 interchange ja Snag SS NE and Records from 
: - A cuariage paid. way, leave desk s m = = dust and ve by 
cs oC E , Vertical steel pr 
Hall the price of - Complete with sf Running FILIN 
wood. ee Number of Trays per set. Spd Patting for ane CABINETS. 
z . s P g ma, i J, 3 Trees. tyg ay : . rs 
Fesential for storing PENEI of Trays Trey) D TAVS E DAYA or desk. AH miami 4 drawers, +9 
a Box Light or Dark Gak o 85- 3t- 27 i - carriage paid. £6 7 6 
“Tes er Trays. P . 7 _ Approximate internal 4 drawers, wap 
Other sizes equally Rew! eee gany ie ae i 35) dimensions of trays £7 8 9 
cheap. Steel, Finished Art Green €6/- 40/- 35i- ae x Oh x BE inches. Carriage paid. 


Phone: Holborn 3793, or write for Bargain Lists and Particulars. TEMPORARY TYPISTS SENT at } 


74, CHANCERY LANE (Holborn l 
Works: Great New St., 0.4. London, W 
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The Dictaphone, alike in construc- 
tion and use, is singularly free from 
omplication. There are only two or 
three mechanical movements to learn : 
< simply lift the speaking tube 
nits hook and talk your message. 
peak in an ordinary conver- 
onal tone, fast or slow as you 
se, all. your letters, instructions 
memoranda of all kinds. That 
s each matter so far as you are 

















‘and you go on to the next. 
can hour or two with The 
“you can use it as though 


ed: the subject is off your 





it had been familiar to you all your 
life. | 





Convenience 


The Dictaphone stands on your 
desk, always ready for work, 
morning, noon or night. You never 
wait for your shorthand writer: she 
is never called away from her own 
work (which may be urgent) to take 
your dictation. You never need to 
call a man from his work to give him 
instructions. You dictate them to 
The Dictaphone and he receives them 
ino typed form which he cannot 
misunderstand or forget. You never 
lose a good idea through failure to 
make a note of it. You have ready 
on your desk, at all times, a means 
of exercising instant controlling 
direction over every detail of your 
business. 


Economy 


The Dictaphone is economical for 
two reasons. | 

In the first place it saves a full 
hour daily for the principal and 
members of the executive staff 
because it enables them to do their 
work more promptly and more 
swiftly. These men are highly paid 
and their time is valuable. An hour 
a day for a year for the executive 
earning £1,000 a year costs £125. 

In the second place The Dictaphone 
doubles the output of every typist 
handling dictated matter and, as a 
natural consequence, halves the 
typing bill. When the typist, paid 
£2 10s. Od. a week, does twice as 


much typing, there is a direct cash. 


economy of £65 a year to add to the 
saving on the executive side. 


These are facts which have been | 4 
demonstrated over and over again by p 
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tested a 
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Metropolitan-V 3 
insurance companies, 
and Asbestos Cement | 
their hundreds of Diet: 
in the “ one-man ” 
single typist the Dic 
saving, in time and n 
which reach a colossal fies 


Essential to Progre 


_ Change for changx 

seldom desirable, but to 
a a simpler, more conv 
economical method o 
surely essential to 
progress. 

Investigate T 
yourself, It will cost 
to do so. Remember 
though you do not 
Dictaphone you are : 
year, in wasted time a 
money, more than The d 
would cost you. 

























































Post the coupon today ta 
THE DICTAPHONE CO. LID 
Kingsway Tipse binges 7 ee 


LONDON, We 





Telephone: HOLBORN WL OE kao o 
ao. eieo 


And at Manchester, Birmingham, 1 ARED 
Glasgow, Leeds, Newcastle- am Tyne, and 2 










POST THIS COUPO: 
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_ BRITISH MADE 
i LIGHTNING "| 

STAMP AFFIXER 
without numerator 3 Gns. 
with numerator 10/6 extra. 





§ operations by a single stroke 
of the pame z 
PICKS UP 
2 MOISTENS 
3. SEVERS 
4. AFFIXES 
5. COUNTS 








increase the Efficiency of 
your staff and Save Time 
by fixing a pencil sharpener 
in a ai esis ae 


BRITISH “CROWN 
PENCIL SHARPENER 


is Guaranteed - - 7/6 
Beautifully finished in 
Gilt, Aluminium, Blue, Green; 
an ornament to any office. 


Sharpens Pencils in a few — 
seconds. Lasts a lifetime. 2}. 
SAVES oe 











































An Ericsson Telephone on your 
desk places your organization 
at your finger tins~-directors, 
secretary, accounts, warehouse, 


Clear-speaking, cfficient, fool- 
proof, a really faithful servant 
which is earning its keep all the 
time. 


Our new instrument (il) with 
bakelite case and special trans- 
mission features is now in 


poner e production. 
TIME Write to-day for quotations and 
TEMPER literature, and particulars ù 





our rental system. 
Ericsson Telephones Lid. 

67/73 Kingsway 

London, —W.C.2 


Telephones: Holborn 3271/9 


ite for Lists of all Office Devices and Sundries— 


K PITCHFORD & Co., Ltd. 


HOUSE, WELL STREET, LONDON, E.C.!. Nat. 0055 
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7 UE. ECONOMY 


Can only be achieved 
by Efficiency .... 


dog British business houses have proved 
indisputably that “ Seldex ” visible card and 
| strip indexing equipment is more efficient, yet 
Tower in cost, than any other equipment of its 
| type on the market. These are the least of 
| the many pronounced advantages which 
| “Seldex” equipment has over other systems. 





Business is good for the firm who uses ici 
Displays. Attract the public to your goods by Better 
Displays—the cheapest form of good advertising. 


DISPLAY 
We are acknowledged leaders in the country. Many 
National Advertisers use our service. 


“ Sevpsx” is available and 
is better for every phase of 








Write for illustrated details. 


4 Seupex” is 
also supplied in 
the form of wall 
panels and 
rotary i 


Visible "Recording Systems 
INFALLIBLE CARD SELECTING CO. LTD. 





BIRMINGHAM. 
“hone t _ Aston Cross 7620. 









` Building’, 249, Corporation Street, T 





EXHIBITION STANDS 


You will see and admire our work at most big Exhibitions. 


PAINTED PUBLICITY 
We have a large and highly-skilled staff of artists and: 
craftsmen. 


SELECTASINE 


Multiple Displays, Signs, etc., at short notice and low prices. 


PRIESTLEY STUDIOS, LTD. 


DISPLAY ARTISTS 


|| Commercial Road, G LOUCESTER 


“Telephone : .. 2350. 


|| London Office: 42 NEWGATE ST., E.C. 
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The Paragon Register 
lends flashing speed to 
the production of all X 
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handwritten carbon- 
copied business forms. 


aire enters Goines 
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A copy of every record 
automatically filed under 
lock and key, and better 
carbon copies. 


INEXPENSIVE -< SIMPLE -> SECURE 
SAVES TIME >° MINIMISES ERROR 
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Ask for particular: 


The Paragon Register an 
Paragen System Service 








LAMSON PARAGON l 


SUPLY CO. 47k, 


PARAGON WORKS, LONDON, E.16 


Tel. No.: ALBERT DOCK 2702 (many lines) 





Showrooms i 
QUEENS HOUSE, 28 KINGSWAY, W.C.2. 
Tel, No.: Holborn 8991 (many lines) 








INSURE YOUR ` HEA 


LES LETTERS 


Against the Waste basket! Our new. methods of production and designs for sales letters. will go far — 
in giving them attractiveness . . . readability . . . Sellability. If you think your Direct Mail can be 
improved, it will pay you to write for full particulars describing this service. It’s free, of course. - 
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E au A tinned product without a brand name is an od fy, but a 
ml =>)" saz name is of little use without a reputation behind it. Reputa- 
meee tion exists only in the minds of consumers ; therefore, the 
e 7 g| = : greater the crowd of satisfied buyers, the greater the value 

" of your good name as a manufacturer. Hence the use and the 
power of advertising. It couples identity with good repute, 
links your good quality definitely with your brand name. It 
makes your market your own; it lifts a product above mere 
price competition; it builds a consumer-goodwill that none can 
alienate. Your canned goods have a name asa matter of course— . 


BUT BRANDING IS NOT ENOUGH _ 
/ YOU | MUST ADVERTISE THE BRAND 


issued by The Institute of incorporated Practitioners in Advertising, 3-4 Clement's Inn, W.C. 2, AN 
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25th Anniversary is a silver- 
letter day in the life of any 
Si journal. . But it is especially 
significant in the case of BUSINESS 
because this anniversary marks also 
a milestone in the development of 
_ business management and methods. 


The last quarter-century has seen 
almost the full development from old- 
‘time personal management, rule-of- 
thumb methods and man-labour 
s to- the present more or less 
perations, systematised 
d scientifically organised 
trolled management. 


In these changes we may fairly 
‘claim that BUSINESS has played a 
leading and guiding part, as a 
stimulus to, and reporter of these 
changes, and as a propagandist 
_. and clearing house for the new 
ideas and methods. In these years 
_ BUSINESS and its publications have 
been read by more than 200,000 
business executives — probably a 
million men in business A cee 
othe Empire have seen its pages. 
To-day it has a circulation five times 
that of its early years. 


























Leaders of British business have 
contributed their experiences and 
their methods in its pages and have 
given the Editors the benefit of their 

-c advice and guidance. Among the 
hundreds of these may be mentioned 
the late Lord Leverhulme, one of the 
greatest of Britain’s business 
pioneers, Lord Rhondda, Sir Hugo 
Hirst of the G.E.C., Lord Wakefield, 
_. Sir Robert Hadfield of steel fame, the 
<c Earl of Iveagh of Arthur Guinness 
and Co., Ltd., the late Lord Melchett, 
ir George Beharrell of Dunlops, Sir 
idney Skinn r of Barkers, Sir 
den. of the Raleigh Cycle 




















ordon Selfridge, Sir 
u bidge, S. W. Levers 





Austin, Sir Harold- 


of the Dennison Manufacturing Co., 
Ltd., J. M. Jolly of Skefko, W. E. 
Rootes, one of the powers in the 
motor-car distributing industry, and 
Sidney Rothman of the famous 
tobacco firm. 


Twenty-five years ago the paper, 
under the title of SYSTEM, was 
started because its founders realised 
that these new ideas were stirring in 
business and that business must 
develop a new technique and methods 
of management to meet its expansion 
in size and outlook. 


In those days, for instance, costing 
systems were hardly known; to-day 
costing is applied at every point in 
business operations; it is the founda- 
tion stone of controlled management. 
The whole science of sales manage- 
ment through sales records, cus- 
tomers’ lists, salesmen’s training and 
supervision, research and market 
control, was unknown. Control 
through statistics was unknown—all 
control was through the eyes and 
ears of the managers. To-day 
systems and mechanisms bring 
assembled and classified statistics to 
management that afford it an exact 
basis for control and action. 


We of BUSINESS have seen the 
card index and loose-leaf developed 
in these years since the opening of the 
century; the whole group of adding 
and calculating machines, the 
development of automatic, mechanical 
book-keeping, the vertical filing 
systems, and sectional filing cabinets; 
all manner of duplicating and office 
printing machines, automat? time- 
recorders, internal communication 
systems, tele-typewriters, efficiency 
desks and furniture, continuous 
stationery, photographic record 
systems, sales. maps, ie ogre 
system of visible statistics, dictating 
machines and a host o smaller 
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by the Editor 


time and labour-saving a 
Most important of 
the development <« 
system and oo 
against primi ve recore 
organisation and o 
ment against J 
perna control; acc 











e NESS has in ali : 
kept pa - with here de ; 


TO 


started as 
first pee at ie einni be 
epoch. It became progressively a 


“ Magazine of Business " as business 

men apphed the new methods of 

organisation and management to al) 

branches-of their concerns. To-day ae 

it is the all-inclusive Business Journal 

of Management, Marketing, Prota- RE 

tion and Office Practice. : ee 
BUSINESS has Dever stood w o 

theories or “isms ”; it has ching we 

practice, to the actual and the prac. 

tical; it has reported and advocated. 

that which was based on expernence, 

that which has been tried and found 

successful. It has given its readers 

that which they could apply and use 

with safety and with profit. 


In the years to come BUS] 
will see further chang 
Ter g : but alwa 
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the Ottawa agree- 

hir The first 
fruits "the new British policy are 
i ettainiy encouraging. They seem 
to justify the faith that was in many 
of us. But the sterling-tariff-empire 
| po olicy is not enough in itself. 


The new policy demands new 
_ adaptation to the situation created. 
< | am afraid we have definitely failed 
to meet the unprecedented exchange 
situation. Again, too many busi- 
i nesses have failed to acquire the new 
, que necessary to deal with the 
i culties i in the home market. 


take” the foreign situation 
No fewer than thirty-five 
“are now employing ex- 
restrictions against us. All 
orld British business men 
ww offered quite a lot of 
to-day which has to be post- 
1, unless the firm in question can 

y a credit in sterling. No 
our exports slump ! 
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from which we buy largely 








ee a national service 





= 4. Secure novelty of appeal. 
value-for-money lines 


‘in ‘atedling ia 





BY THE GOVERNMENT 


To induce the withdrawal of exchange restrictions in countries 


“Propaganda to induce middle classes to divert savings into 
expenditure that will increase employment. | regard this asa form 


- | acı CTION BY THE RETAILER 


3 Make definite and continuous efforts to push locally made goods 


SIR GILBERT VYLE, 
Managing Director, 
W. & T. AVERY, LTD. 


& Associated Companies 
In an interview with 


CECIL CHISHOLM 
These figures tell their own 
story i— 
Exports or U.K. MANUFACTURES 
TO i 
i 9 months 9 months 9 months 
1930 1931 1932. 
million million millon 
Germany ...... 20.4 13.4 10.5 
Austria + a. i 1.0 0.8 
Argentina 19.2 12.0 8.0 
CRUG sensns 4.6 1.7 0.5 
Total for all 
Foreign 
Countries 246.7 163.1 147.6 
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Go into the by-ways for exclusive 


a action. BY THE MANUFACTURER 





5 Concentrate on technical and sales research 


6. -Continually re-design and re-dress products to give new sales 
`- points to meet changing ideas and needs 








on the field 


courses 


niapriorie tng ran a e aia e rare nt HAA tla Sk 


8. Keep salesmen always on the. alert. 


7. Concentrate the entire energies of sales managers and salesmen | 


eases is excruciating. For instance, 


1 MPORTS FROM :— 
9 months 9 months 9 months 


1930 1931 1932 
million million... miilion 
£ £ £ 
Germany sas 47.8 45.5 222 
Austria are. Pa yg ES 0.8 
Argentina » Aaee 38.5 39.8 
Chile ........... 5.3 4.0 ae 
Total for all 
Foreign 
Countries .....552.6 440.5 336.8 


During the past nine months our 
foreign exports have fallen by roughly 
40 per cent. Of the four countries 

cited, Austria is the only one whose —_. 
trade with us roughly balances. In 

all the other cases we are buying: far 
more than we sell. The severity of 
the exchange restrictions in some 






















no individual may take more than 200. 
marks per month out of Germany to 








So you have this ridiculous situa- 
tion. I make goods and sell them. | 
But if I can’t get money from abroad, | 
how can I pay my wages and- raw 
material bills? 


My customer says to me: “ I can : 
buy your goods; I can pay you. cash 
for them; but 1 





en badiy.’ i fo 
What can the i ee ge ee ps 











he may be ables to v estab go 
credit. (There are no restrictions ¢ onmo 
the export of sterling from this- _ 
country.) In some cases he may 
secure payment by devious means and 
at considerable expense, through. the 
good offices of his friends abroad. 
But too often he simply has to give 
up the business temporarily, which 
may mean permanently; . 


How This Perilous Situation 
Can Be Righted _ 


As individuals we have no remedy. 
We must look to. the Government to 
help us. What can the Government 


_do, one may ask, if foreign countries . C 
are determined to restrict the export 


|} of their currency? The answer is, 
|| the greatest weapon Great Britain 








Arrange frequent refresher || 





_ possesses is her purchasing power. 
We have never used that weapon 


before. -We should use that weapon 
n without any fear whatever. — 
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People may talk about reprisals; but 
you can’t make them against your 
best customer. 


If the present state of exchange 
restrictions continues, the Govern- 
ment must bend its energies to 
create the conditions under which 
business can be done. For Govern- 
ment action alone has caused this 
present disastrous situation; it is for 
our own Government to put it right. 
True, this is only a temporary 
situation. In the nature of things it 
cannot last. Thirty-five nations 
cannot conspire to commit economic 
suicide. But it is for this country to 
make the first breach in the vicious 
circle. 

This amazing situation does throw 
into the strongest light the necessity 
for our doing the utmost possible 
trade within the Empire where, 
although there are extreme dispari- 
ties, there are at least no restrictions 
on exchange. 


Meantime, many of us have to 


BANK DEPOSITS 
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Sir Gilbert Vyle 


concentrate on the home market; so 
we must remember that to some 
extent the home market is what we all 
conspire to make it. 

There is an urgent necessity for 


propaganda directed towards the 
provision of employment for our own 
people. I welcome the Rotary Club's 
scheme for encouraging middle-class 
folk to have their odd jobs done now. 
It is a practical step in the righi 
direction. 

But much more remains to bi 
done. People must be made to 
realise that in every case, where it is 
at all possible, the British product 
should be bought and sold in pre- 
ference to foreign goods. Only 
where the article purchased does not 
give employment are we justified 
disregarding its source. 


What the Business Man 
Can Do 


The only means of improving oui 
own sales is by hitting up the sales 
of other people at home. 

The sale of British goods as against 
foreign goods will not put up the total 
sales figure: but it will set more and 
more wheels turning at home and 
thereby gradually increase our con- 
suming power, which is apparent); 
still declining. 

If we can only get the public to 
realise that to take one man off th 
dole, putting him into employment 
counts for more than two! For the 
man who goes (Continued on page 41 


IN 
EMPLOY MENT 
10,000,000 |i 


i930 1951 








1952 


The Problem of Business 


Is to divert these needless savings into channels of fruitful expenditure. 
Sir Gilbert Vyle explains in this article how it should be done 


The Sale of War Savings for 1932 was higher than 1931, though at the time of going to press the exact figure was not available—Ed 
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mi Executives do not hold a monopoly of ideas. 


re 


The 


average business has a great asset of this kind in the 
experience and specialised knowledge of its employees. 
How can these ideas be utilised by the Company ? 
A properly - run Suggestion Scheme is the answer 


THIS ARTICLE TELLS YOU- 


Some Suggestion Schemes profitably in use to-day 


How to get employees to submit 


suggestion 


1. 
2. 
3. What members of the staff should participate 
4. 


the right kind of 


How to assess the awards 


NEXT MONTH THIS ARTICLE WILL EXPLAIN— 


. Who should be responsible for the Suggestion Scheme 
2. How to keep it running smoothly 


aw 


largely upon the extent to which 
procured, 


Tiew business success depends 
profitable ideas are 
developed and applied. 


Among the sources from which many 
firms obtain such ideas are their 
employees. Usually, this is done 
through some form of suggestion plan, 
which seeks to draw upon the practical 
experience and specialised knowledge of 
individual employees for ideas which 
may be of direct benefit to the company. 
The adoption of these suggestions aims 
to make: savings in operating costs, 
increased produetion, extension of 
business, improved operating methods, 
and better working conditions. 


In their effect upon personnel, sug- 
gestion plans serve another, less obvious 
purpose in their psychological effect upon 
employees. An employee encouraged to 
„make suggestions about his work or the 
welfare of the company realises that he 
is holding a recognised place in the 
business; this stimulates his interest in 
the business. The actual adoption of 
satisfactory suggestions has a whole- 
some effect upon general morale. Fur- 
thermore, encouraging an employee to 
think is an excellent stimulus for better 
work. 


Some firms that follow the policy of 
filling higher pesitions from the ranks 
use suggestion systems not only as an 
incentive but also as a guide to 
eligibility for advancement. 


These Types of Suggestion Schemes 
are in Actual Use 


Suggestion plans may be classified as 
of three types: continuous, contest, and 
a combination of both. 


Continuous plans permit employees to 
submit suggestions at any time. Contest 
plans specify a limited period during 
which the scheme is in operation. Com- 
bination plans are continuous but also 
include contest features. 


Continuous plans are in most general 
use. Many firms prefer this type 
because it enables employees to offer 


. How to treat suggestions when received 
The best ways of presenting awards 
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suggestions whenever ideas occur to 
them. Other companies believe that 
restricting the period tends to improve 
the quality and quantity of suggestions. 
They claim that, after a continuous 
plan has been in operation for some 


time, employee interest gradually 
declines. These firms prefer the contest 
plan, which may be used to focus 


employee attention on specific subjects. 


Getting Employees to Submit the 
Right Kind of Suggestions 


Many firms use the combination plan. 
Each year a cash register company 
conducts two suggestion contests, each 
of six months’ duration. An optical 
manufacturing company which has a 
continuous suggestion plan, every three 
months conducts special contests. 


To prevent the submission of a mass 
of impracticable ideas, some employers 
define what is considered a suggestion 
and also specify the subjects on which 
ideas are desired. An electrical com- 
pany issues a folder describing the 
suggestion plan. 


Many companies guide employees by 
printing and posting on the notice board 
lists of topics on which ideas are 
solicited and for which awards are 
made, The General Electric Company 
indicates that suggestions on the follow- 
ing are particularly welcome :— 


To reduce cost of production; to 
increase production ; to improve methods 
of manufacture; to improve the quality 


or design of the product; to improve 
equipment, including tools, jigs, fixtures, 
etc.; to prevent accidents or injury to 
health; to improve working conditions ; 
to prevent waste of material, labour, 
power and floor space. 


Another firm prints on the reverse side 
of the suggestion blank a list of topics 
on which ideas are wanted. 


Other concerns specify subjects on 
which no prizes for suggestions are 
given. One company excludes sugges- 
tions such as replacing window glass or 
repairing light wires, unless accom- 
panied by an improved method of doing 
the work. 


A well-known tyre manufacturer has 
a plan to encourage employees who 
want to co-operate, but lack confidence 
and initiative. Under the plan, when 
a foreman faces a problem to which he 
has no immediate answer, he selects a 
worker to aid him in a study of the 
situation. If a satisfactory answer is 
found, both foreman and workman 
receive awards, 


Which Members of the Staff are 
Eligible to Participate 


This must be decided at the outset. 
In most plans, only employees below the 
rank of foreman or department head 
may offer ideas and be paid for them. 
One large concerns sets forth its 
position thus: ‘* Some employees are in 
such a position that new ideas and 
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better methods of production are 
expected of them in the proper dis- 
charge of theig duties. For this reason, 
members of the following departments 
are not eligible to submit suggestions 
with an idea of gaining a money 
reward: Time study department, Ex- 
perimental engineering department, 
Chemical Research department, Adver- 
tising department. 

“ The foregoing can be rewarded with 
merit certificates for outstanding sug- 
gestions outside their own fields. All 
those not included in the above may 
submit suggestions on any part of the 
business or products of the firm.” 


The plan of the H. J. Heinz Company 
is unusual in that it not only permits 
every employee to make suggestions and 
receive rewards, but, in addition, it 
awards a prize to the foreman whose 
department has made the most valuable 
suggestions during a campaign. 


How to Assess the Necessary 
Rewards 


Most companies give cash prizes for 
worth-while ideas. Some make other 
awards : certificates, badges, promotions, 
etc, 

Financial rewards usually vary with 
the value and number of accepted ideas. 
For example, one company described the 
procedure for making awards up to £50 
as follows :— 

“ No fixed policy can be made for 
determining awards payable for an 






accepted suggestion, but the following 
is a guide :— 

1. Suggestions may be awarded up to 
ro per cent. of the first year’s estimated 


net savings, brought about by the 
improvement. 
2. Accepted suggestions involving 


new products or improved products, may 
receive awards up to 3 per cent. of one 
year’s net profit on new products and up 
to 3 per cent. on increased net profit of 
improved products. 

3. Where saving is intangible, rewards 
will be made according to grade of 
suggestion.” 


An engineering firm classifies sugges- 
tions before making awards, thus :— 


Class A—No limit and no maximum 
set. 

Class B—One-half the saving for 
three months with a maximum award 
of £50. 

Class C—One-half the saving for two 
months with a maximum award of £30. 

Class D—One-half the saving for one 
month with a maximum award of £410. 

Class E—A small cash award for 
suggestions that show no savings, but 
have other desirable features. 

The class in which a suggestion falls 
will be decided by the suggestion 
committee and determined by the 
following :—type of suggestion; method 
of presentation; originality and initia- 
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tive; safety features; completeness of 
suggestion; ingenuity and torethought; 
patent possibilities. 

Companies which administer their 
suggestion systems on the contest basis 
often prefer a graduated scale of 
rewards. A cash register company gives 
420 to the employee who submits the 
best suggestion during the contest 
period, 4,15 for each of the two next 
best ideas, and £510 for each of the next 
four. The balance of the fund is dis- 
tributed in £6, 45, 44, 42 and £1 
prizes, according to the value of the 
suggestions. This company also pays 


ss. for each adopted suggestion that 
does not win one of the other cash 
prizes, 


Here Are Some Graduated Awards 
for “ Contest ™ Type Schemes 


A further variation is found in the 
plan of a gramophone company, which 
pays 42 for every accepted suggestion 
and, in addition, gives prizes ranging 
from 45 to £20 for the best ideas 
submitted during the calendar year 

A toy manufacturer gives the following 
minimum rewards :— 


Improvement of product ... £2/o/o 
Reduction in cost or im- 
provement in manufac- 
turing methods . £i1fo/jo 
Reduction of defects . £ifofo 
Elimination of waste 17/0 
Reduction in accident or 
fire hazard 10/- 
Conveniences . 5/- 
An agricultural machinery compan) 
gives minimum cash rewards, plus 
“ points” or ‘‘ merit marks,’’ for 


accepted suggestions judged not worth a 
cash reward. When a specified number 
of points has been accumulated, a cash 
reward is given. 

Another company, at the end of 
year, awards #10 to the employee wh 
has made the largest number of 
acceptable suggestions. In addition 
the following supplementary awards ar 
made: Twenty accepted suggestions £4. 
fifteen accepted suggestions £3, ten 
accepted suggestions /.2, accepted 
suggestions 4,1. 


Plans which base the amount of 
reward upon the estimated value of thi 
suggestion often supplement the award 
by an additional reward if a later review 
indicates that the value of the suggestion 
was underestimated, 


enc 
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General policies governing suggestion 
plans usually are determined by 
directors or major executives, but the 
administration should be entrusted to 3 
committee or individual appointed for 


the purpose. 

Various methods of allocating thi 
authority are used. Power to choose 
the administrative authority may be 


retained by the company, given to th 
employees, or shared by both. This 
aspect will be discussed next month, 


The material upon which this artiche 
is eo was eater ace nas repor 
ntit “ Employees’ ggestion 
Schemes,” issued by the Policy 
Holders’ Service Burcaù of the 
Metropolitan Life insurance Company 
of New York, and it ls published bere 
by permission of that company 









































i fou ‘remember the old statement, 
§ beloved of the popular press, that 
© if all the lamp-posts in London 
: were piled one upon the other they would 
reach to the moon and almost back 
Ze, again? Petty cash items in nearly every 
- business are rather like those lamp- 
- posts. When they follow each other in 
the ledger, line gipon line, page after 
age, they reach a very long way. 
ho the post-war boom it became 
. habit in many concerns for 
ems to be ignored by the 
o Things like telephone 
and large stationery bills 
o attention. They repre- 
sary expenditure, which 
y worth worrying about. 
lay all that is changed. Every- 
executives seek to save the 
illings and pence as well as the 
‘hey have thought things out 
-lamp-post principle, and dis- 
hat a minute amount saved 
grows into a considerable sum 
of a year. One manager, 
„asked each member of the 
sixpence a day in one way 
Priel way they saved 








These little savings 
n and are being made 
every. ‘department of 
iness concerns. Right 
at the top thousands 
of executives are saving 
younds a week by just being careful. 
suse: and the underground are just as 
-Bandy as taxis, and as they are “in 
` the fashion” even managing directors 
can use them. Directors’ luncheon 
parties are becoming simpler affairs 
= without losing any of their value, Special 
> notepaper is being more sparingly used, 

and letters are taking the place of trunk 

telephone calls. 

ae ‘Incidentally, many executives are 
ee doing more work. They are enjoying 
the long week-end with greater dis- 
_. crimination, and men in high positions 
ling routine jobs with vigour, 
g that by so doing they. are 















The black sections indicate some of the possible savings in ©“ small ”’ 
These savings may total thousands of pounds a year 
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survey can make. 
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connected with 
thee general 
manager's desk 
so that he can 
overhear any 
conversation he 
cares to tap. The 
line is rarely 

sed but the 
knowledge that it 
is there acts as a 
deterrent to the 
staff. 

Some firms are 
saving by using the telephone more, 
Local matters are dealt with over the 
telephone where letters were pre- 
viously sent. The cost is only a penny 
compared with three-halfpence for a 
letter, besides the saving of stationery 
and clerical time. 

The use of telegrams, too, is cutting 
down many telephone bills. A London 
firm, for example, wanting a quotation 
from Liverpool or Manchester the same 


MAKE 


day finds that a reply- aid telegram will 


do as well as a ‘phone call which may 


easily run to six or nine minutes while 


calculations are being made at the other 
end. Incidentally, many concerns which 
never used codes for their telegrams are 
now turning to them, providing those 
with whom they do regular business 
with code words representing matters 
about which telegrams are most likely 
to be exchanged. 
Hil 


Reduces those In hundreds of 
Stationery concerns the cos: 
Bills cutter’s attention has 


been devoted to 
stationery and many methods of saving 
have been put into force. Firm 
after firm is turning -to the window 
envelope to save time and reduce the 
risk of error. At a conservative estimate 
window envelopes save every typist two 
whole weeks’ work in a year. One firm 
with a heavy mail even improves on 
this saving by having its window 
envelopes franked in advance so that 
once the letter is inside it is ready for 
post. This plan avoids the rush and 
congestion of last-minute stamping and 
dispatch of a big mail. 





goodie the salary list as low as More careful attention is being given 

ts to the ordering of stationery. One City 

ili frm now has its carbon paper cut 

ae smaller than the size of its letter paper, 

Saving Money The telephone is as it was noticed that the edges and 

by’ Phone being used along more top were never used. With forty typists 

at a d Wire economical lines. all using three. carbons at a time the 

Ces One firm has cut saving is- ; 

- out “ private” calls entirely by having Firms, - to 
ooa “eut-in’’ or “t Hstening™ line thought in the 








matters which a really close economy 


WAGE CUTS 


By E. D. MARTELL 





stationery. 
and invoice, for instance, are far too 
long for the few items they usually 
carry. A saving in paper can be made 
by reducing their size and, when the 


order or invoice is long, using two ofo : 


the smaller forms. Small-sized Tetter- 
headings are also being used by many — 
concerns for short correspondence. By 


MIE 


Six Savings 


for big firm seems to have 
Every Office 8 iven his attention 
o to every item in the = 

place which costs moMey to buy. 


He has reduced expenses by having a 
pencil attached by a light chain to every 


typist’s shorthand book. These pencils ya oe 
can only be renewed by returning the = me 


end of the old one, which must be 


reasonably well used up: All rubbers = 0o 
a piece of wood. iy stl Spats cee ae 


in the firm are fixed to a 
four inches long: they are thus not easy 
to lose. All the typewriters are fitted 
with red and black ribbons as red i 
often used to “ pick out ” apera 
points in correspondence, But the black 
part of the ribbon naturally gives out 
long before the red, By having ail 
internal notes and branch correspondence 
typed in red, the length of the ribbons 
has been much extended. 


The same firm is also making wide 
use of rubber stamps. They are being 
used to print internal forms, the office 
boy filling up his odd moments 
stamping up supplies of stocks which are 
getting low. Rubber stamps have been 
made with the addresses of all the 
branches of the firm. As well as for 
envelope addressing, these are used for 
addressing parcels. They save much 
time and also cut out the cost of labels 


and tags. 
Mh 


The same firm saves. 


Cuts Down 
atine lighting añ 











Many types of order form ee 
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‘minute press plugs, so there is no 


possibility of wasted light in this 
direction.» There is also a time switch 
on the electric light main so that 


_all lights (except a few key points) go 


out automatically at six-thirty every 
evening. Only one office on the top 
floor is exempt ; any member of the staff 
who is working late is thus forced to 
take his work up there to complete it. 
As this usually gives a considerable 
amount of trouble practically all over- 
time has been cut out. The same 
building contains a number of gas fires, 
and the rule is that if one is found 
burning when the room is unoccupied, 
the gas supply to that fire is cut off for 
three days. 


In connection with lighting another 
firm is making an interesting experi- 
ment, They are utilising the daylight 
saving scheme by making their office 
hours 8.30 to 5 in the winter instead of 
9.30 to 6, as in the summer. Thus one 
hour’s current is saved per day, showing 
a large saving by the end of the winter. 


il 


Cut Out l recently came across 
“Luxury” a firm which made a 
Department substantial saving by 

eliminating a whole 
department. This was rather more than 


a mere office economy of materials and 
so forth, but the saving actually came 
about through the general manager 
looking for ** small ’’ things which he 
could cut and so save money. 


The firm concerned were publishers 
which maintained a stores and statistical 
department. This department, thriving 
on figures, percentages, graphs, and so 
on, provided “constant work for one 
specialised employee and one or two 
clerks and a messenger. 


It was very convenient and very nice 
for the sales department of this firm, of 
course, to be able to call upon the 
statistical department and get the exact 
sales or the stock of any book on any 
one day last year or ten years ago, or 
to know exactly how many copies of a 
certain item were in stock at the close of 
business last night. 


But when all this was worked out it 
was found that the service cost nearly 
4500 a year in salaries and another two 
hundred or so in stationery, equipment 
and accommodation. This expense 
would not be grumbled at, perhaps, 
when times were good, but it did not 
stand up well when the search for 
economy was on. 


The beautiful graphs and accurate 
figures were therefore sacrificed for 
something more practical. The statistical 
specialist was absorbed into the accounts 
departments and the others were released 
to help with the work in various other 
departments. 


The saving was substantial, not only 
in cash but the space férmerly occupied 
by the statistical department gave the 
necessary room to allow one or two 
other departments, which had become 
unduly crowded, to spread out and to 
erganise their work more efficiently. 


Simplifying But it is not always 
Jobs Cut necessary to eliminate 
Costs whole departments. In- 


dividual operations may 
be cut or reduced. In one business the 
office manager and the secretary went 
through the entire accounts and records. 
Every job was analysed into its parts; 
every record was scrutinised from the 
point of view of its necessity; every 
operation was judged as to its relation 
to the whole. 


The result was amazing. Many 
individual records, it was found, could 
be dispensed with ; some were duplicates, 
others had specialised functions when 
originated but which were no longer 
necessary. They were cut out. 


Other jobs were found to be done in 
a cumbersome, roundabout way. These 
were shortened and _ simplified. Too 
many forms were used. ‘These were 
reduced. In all, this office saved fully 


#300 a year. 
HII 


Economise in It will, therefore, be 
Method as wel] seen that savings can 
as Materials easily be made in most 

businesses, not only 
by economising in actual materials, but 
by the even more important examina- 
tion into what work is done and how it 
is done. Inefficient or redundant 
methods can, without attracting any 
attention in the ordinary way, steadily 
but surely push up the item of unprofit- 
able overhead costs. 


Though dismissals of personnel is the 
last thing to be advocated, sentiment 
cannot be allowed to become too expen- 
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sive, and it can often be found that a 
redistribution of work can enable 
economies in salaries to be made whilst 
at the same time increasing the efficiency 
of the routine. 


It would be possible to fill many 
pages with other methods of cutting the 
cost of small items. Everywhere more 
careful attention is being given to detail 
Firms with branches are seeing that one 
envelope contains all the correspondence 
for each branch. Reply-paid envelopes 
are being used by firms who used to 
send envelopes stamped for reply, and 
who were thus bound to lose a certain 
percentage of postage on envelopes no! 
returned. 


Catalogues are more carefully made 
up, thinner paper is being used and 
surplus matter left out, so that high 
postage is not necessary. 


One firm is using the backs of 
letters on which to put the carbon copy 
of the reply, and another firm, with 
about sixty typists, has stopped them 
putting full initials as references, and 


allows them to put only two. A 
reference now reads B/L instead of 
ENB/CL. This short cut means a 


saving of over 500 lines a day. 


London firms are providing their 
messengers with bicycles, thus saving 
bus and tube expenses and also saving 
time. Provincial firms with many 
creditors in the vicinity are paying even 
large accounts by cash and so saving 
stamp duty by not using cheques. And 
so we might go on. Something can bi 


saved on everything; a minor * economy 
is thoroughly well worth whik 


review 





Here is the ‘‘Smallest’”’ cut of all 





. yet the 


aggregate Saving is big 


A firm with sixty typists instructed them to put only surname initials instead 


of full initials as references on letters. 
instead of RAB/JEA. Not worth doin 
to 500 lines of typing per day, over 


$ you say. 


A reference would thus read B/A 
ut the saving amounged 
000 a week, 12,000 lines a month! 


Quite a big saving in time, apart from wear and tear on ribbons and carbons 


when 3 or 4 carbon sheets are used for copies of every letter. 


Think it out 





Final Figures Tell the Tale 
A fear-end figures often provide 
ooog startling illumination. Those now 
"available go far to clear up the 
mystery of our calamitous autumn. 
Obviously. the Wall Street break of 
September last definitely deepened the 
world depression. It was the signal for 
an all-round drop in commodity prices 
< and a general increase in unemploy- 
ment. This intensification of the slump 
was. felt most acutely in the gold 
standard countries. Clearly the wind 
Was tempered t8 the sterling group, 
= o beeause world prices followed sterling, 
Once again the sterling-tariff-Empire 
policy has justified itself by results. 
Generally speaking, the latest returns 
are the best since July. Provincial clear- 
ings for 1932 are up by 3.2 per cent. on 
st year. This is a real indication of in- 
eased business activity. Traffic returns 
2 by nearly £500,000 for the week 
re Christmas. Again both motor 
‘ations and exports are well up. 
ore encouraging is the rise in 
tput of electricity. This beats all 
ords, showing an increase of 
t. over last year. We attribute 
ase rather to the completed 
© the sales efforts of the 
mMmissioners. An awaken- 
l authorities to their sales 
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The adverse trade balance was down 
by #£,20,000,000 for November. This 
gives the astonishing reduction of 
#,107,000,000 in the past eleven months. 
Yet the imports of raw materials have 
happily increased—an almost ideal 
situation. $ 


Coal production is up by over 3 points, 
and crude steel by 5 points. Nor must 
we overlook the remarkable jump in 
artificial silk output, which trebled the 
average of 1924. 


At the same time Christmas trade was 
extremely good. In almost every trade 
last year’s low figures were heavily 
beaten. In many cases the 1930 figures 
were again reached. 


During the whole of November retail 
trade was improving. The fall of 1.9 in 
turnover on the previous year compares 
with a 24 per cent. fall in the cost of 
living. The purse strings are still firmly 
held, but they do show signs of loosening 





Unemployment Again Greater 


[: spite of all these signs of renewed 
activity, the amount of unemployment 
remains formidable. There were 114,000 
more insured persons unemployed in 


November than a year ago. Also the 
number of those reeeiving poor relief has 
jumped by 173,000. This means 287,000 
more unemployed than a year ago, a rise 
of nearly 10 per cent. Doubtless the 
December figure is 73,000 better, but it. 
must be compared with a fall of over 
112,000 in the previous year. The 
question is: Why should employment 
fall while business activity increases? 
Is the paradox capable of explanation? 


One factor is certainly the increasing 


use of labour-saving machinery. Ao. 
second is the large amount of preparas ~~ 


tory work required before a re-opened 
factory gets into full production. The ~ 
new factory demands even more time to ` 
come into operation. ee 


Confidence is Begetting these 
ctually the increase in the produc. 
Aion of raw steel is already conside 
able. (So are the savings in labour. 
Three big new steel plants are already 
planned. Similarly, the coal trade is | 
only beginning to benefit from the new 
situation. Northumberland. and. Durhan 
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mine-owners have spent 


LONDON : Christmas has been 
a busy time throughout the 
London area, and the general 
hope is that the increased 
buying will. continue. Many 
large houses have set up new 
records for Christmas sales, 
which proves that money is 
flowing more freely. 


EASTERN AND SOUTH- 
EASTERN DISTRICT: Con- 
ditions continue quiet. The 
boot and shoe industry main- 


tains its improvement, but 
agriculture is still in the 
doldrums. Seasonal buying 


has not been so marked as 
was hoped. 


MIDLAND DISTRICT: Like 
London, this area has had a 
good Christmas and the signs 
are that trade will not fall 
away again in January as they 
did last January. Even the 
boot and shoe outlook is 
brighter; ‘leather steady. 


WEST AND SOUTH-WEST 


DISTRICT: This is an area. 
full of promise for the New- 
and preparations are 
_ being made by many industries ~ 
jf fer a general trade revival. 
a Leather and furniture lead the- 


Year- 







evival. 








THE SITUATION THIS MONTH 


= seemed fikely, ` 





way, but grain shows little 
improvement, 


SOUTH WALES : The demand 
for anthracite continues fairly: 
bright, and the coal trade. in 
general is certainly no worse 
than it was last month. Ship- 
repairing, too, is slightly more. 
active. On the whole, although. 
there is no marked change in 
any industry, conditions appear 
a little better than they fave 
been for some time past. = 


NORTHERN DISTRICT: 

The report from this area. is 
gloomy. Seasonal orders for | 
cotton continue to keep activity 
alive in that industry, and 
engineering still holds its own. 


NORTH - EASTERN. 
DISTRICT : The coal and coke 
situation continues brighter, 
with higher exports and a 
steady home demand. Ship- 

building is still depressed. rag 


IRELAND : Trade continues as. 5 r - 





before. under great diffi 


i 
On the whole the de 
being fought well ; 


are not 
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rve a large number c 
outhern Northumberland ; 
roject for developing a shipping 
-ventre on the south bank of the Tyne is 

revived, a 







- Inventors and executives has not yet 
borne fruit in employment. The 
important thing is that even the older 
industries have now confidence to plan 
ahead. 


Cotton Gets a Fillip 
Ge $n Lancashire the six looms agreement 
ee {has put new heart into the industry. 
°° Cheap cotton seems to be assured for 
another year by the 1933 crop estimates. 
Orders from India are increasing. At 
the end of October exports to India were 
up by over 33} per cent., and those to 
cto China by over go per cent. Now that 

Japan has left the gold standard, her 

-spurchases of raw material at cheap 
prices are becoming exhausted. 

Even South Wales is putting up a 
fresh fight. A survey of resources of 
-industrial possibilities has just been 
~~ commenced. * 

<- Alb-these efforts at revival are encour- 
aging. In twelve months’ time they 
should mean a substantial volume of 
> additional employment. 
Meantime, what of 
months ? 

income Tax Menace to Sales 

A fhile bank deposits and purchases 
_Y ¥ of Savings Certificates continue to 
increase, the buyer remains shy. True, 
_.. many. are still spending on sunshine 
“cruises, expensive cars and radio. But 
retrenchment is still the order of the day 
- among the wealthier classes. And the 

~~ cachet of fashion is not easily extended 
=> to new pleasures. 
© Certainly the middle class will be 
impoverished for months by coming 
=- payment of three-quarters of the year’s 
Income Tax. This year business must 
i look largely to the working and lower 

© middle classes for its increased sales. 
0> Here two sets of antagonistic forces are 
<. ip play. 

The increase in business activity and 
the slight tendency to higher earnings 
per man in the steel and other industries, 
means more spending. So should the 
2 more cheerful feeling now abroad. 
of On the other hand fully 25 per cent. 
are of the population is still living below the 
subsistence level. There is a danger 
that (unskilled) railway wages may join 
those in the coal, cotton and ship- 
building industries, around the 40s. per 
week mark. Expenditure on unemploy- 
ment has been halved. Finally, only 
40,000 men are at present engaged on 
public relief works. 

Taken in conjunction with the 
increase in unemployment over last 
year, these facts give the measure of the 
adverse forces fighting any revival of 
spending. . 

- What of the 40 Hour Week? 

"hey are too formidable to be over- 
sked, and they demand action. 

„certainly the Government will 



























the next six 











sB all ; this work by management, 


to encourage building develop- 





how 


Will the spread-over o 


seems likely to be postponed for technical 
reasons), on the reduction of tariffs and 
exchange restrictions abroad, and on the 
improved political situation both in the 
East and in Europe. These factors are 
all playing incredible havoc with con- 
sumer as well as business confidence. A 
glance abroad gives overwhelming 
evidence of this. 


America Slips Back Again 

s we predicted six months ago, the 

American situation has slipped back 
to almost the low record. The stock 
market has lost most of its early autumn 
gains; steel production has struck a new 
low level of 14 per cent. and is expected 
to fall to to per cent. ; commodity prices 
have fallen steadily since the September 
setback, although in many cases they 
have not yet reached the previous lowest 
figure. 

In Germany hope seems to rise as 
employment falls. Yet, as we forecasted, 
the artificial stimulants provided by the 
von Papen Government have largely 
failed. Unemployment rose in mid- 
December by 250,000. Labour has 
effectually killed the more-employés- 
lower-wages plan. 
the export trade is maintained, with an 
export surplus in November of 
454,100,000. 

France is experiencing slightly better 
business, but her financial position is 
precarious. M. Cheron, her great 
Finance Minister, has been recalled in 
the hope that he may repeat his miracle 
of 1926, But there is no Poincaré to back 
him. So M. Cheron will fight with both 
hands tied, for he is forbidden to save 
on either salaries or the fighting forces. 


Empire Doing Well 

pairs Australia has registered the 

most rapid and widespread advance. 
But conditions continue to improve in 
South Africa also. Generally speaking, 
the Empire has fared well. Canada 
alone has suffered, since she perforce 
shares some of America’s misfortunes, 

On balance, we have more than held 
our own during 1932, while the situation 
in America, Germany and France has 
seriously deteriorated. With a reviving 


steel industry, with better coal and cotton | 


prospects, with the motor, rayon, wire- 
less and canning industries continuing 


their present progress, 1933 should be aj | 


better year than 1932, — 


-But even | 


On the other hand | 































shorter hours be attempted? -Imperial HOR vr a =a- | 
Chemical Industries is considering the} kebet coSs | 
question of a forty-hour working week. | '5(— zeme a, Se nee a a 
So are the clay industry and the cable TME MOE a IE S| cae oor a re 
makers. Soe i | “ 
In 1933, however, such changes are Sour ae a, a at = =e 4 - 
likely to take but a drop out of the} 95 ei ey wa on D 
bucket of unemployment. jen Sant Se Cont oe fe noe aos ee 
daa 20 Fs a e a T E | 
Debt Settlement Still Key to epas ce o Mt 
‘ MATERIALS opere cc sant oe 
Trade Revival | St SO SN SO OS SO KS MOE NE es SS a Y | 
he big problem of unemployment can oe 
only be solved by a general world He gst . | 
revival. Inevitably this will wait on the lan Penni ae 4 | 
debt settlement with America (which 130 eee ae aa . | 
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THIS 
GROUP 
INSURANCE 


for 
EMPLOYEES 


Costs Our Firm Nothing 


by The Managing Director 


e have always acknowledged the 
VV iaie of employee insurance as 

an asset to business because in 
several ways it operates as a ** reducer ™ 
of costs. 

When, however, we were offered a 
which required no part-contributions 
from our company we considered that 
the benefits of this kind of insurance 
had been carried still further and that 
they would operate even more favour- 
-ably in the direction of reducing over- 
head costs. 

Needless to say, we examined the 
proposed scheme very carefully indeed 
before coming to any decision about it, 
but "when we perceived the obvious 
benefits offered to our employees and 
considered the fact that these benefits 
could be introduced without cost to the 
company we decided to instal it forth- 
with. 

For moderate weekly contributions, 
ranging from one shilling a week up- 
wards, a substantial capital sum becomes 
payable to the employee upon attaining 
the age of 65, or before then, in the 
event of his previous death. 

The employee can, on reaching 65, or 
even before, if he desires, invest the 
capital sum in the purchase of a pension 
for the remainder of his life. 


If, however, before the age of 65 an 
employee should become totally and 
continuously incapacitated for not less 
than two months, either by accident or 
bodily or mental disorder, he is given 
the benefit of a proportionate remission 
of premium during such incapacity. 
Furthermore, if the incapacity should 
prove permanent, all subsequent 
premiums are waived, while the capital 
sum due would still be paid on his 
reaching age 65, or at earlier death. 
The capital sum would also be payable 
should he lose both hands or both feet 
or become blind. 

It will be seen, therefore, that the 
scheme does not hold any “* snags "’ or 
oppressive difficulties for fhe employee. 


Here is a schedule of the capital sums 
and benefits which the employee gets 


of a well-known Manufacturing Concern 


tor his contribution of two, three or five 
shillings a week :— 


2/- Weekly Secures : 


At Death at | On loss of Estimated 

any time Hands, Feet | Cash Pay- 

Age. from entry, | or Eyesight, | ment at 65, 

plus plus inclusive of 
Bonuses Bonuses Bonuses. 
20 £224 £224 £395 
30 165 165 271 
40 112 112 167 
50 64 64 84 
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3/- Weekly Secures : 


20 £336 £336 £592 
30 248 248 406 
40 168 168 251 
50 96 96 1260 - 
5/- Weekly Secures: 
20 £561 £5061 £988 
30 414 414 678 
40 280 280 419 
50 160 160 211 


Under this scheme employees do not 
have to submit to medical examination. 
This avoids taking up the company’s 
time at the outset and overcomes many 
difficulties which the employees them- 
selves might feel if required to submit 
themselves to such examinations. It is 
also much to the employee’s benefit, as 
those who might not otherwise be 
considered physically fit for an ordinary 
insurance policy can be covered by the 
group protection. 

There is no difficulty about the pay- 
ment of the premiums as our account- 
ing department deducts the necessary 
amounts from the wages and submits a 
bulk payment to the insurance company 
on a regular agreed date. 

New employees can come under the 
scheme at any time, and employees 
leaving our service are given the option 
of continuing the protection by main- 
taining their own contributions direct 
to the insurance company. 

Many of our (Continued on page 38) 


25 Years of Insurance 


the subject of insurance develop 

from a little-understood ** inci- 
dental ’’ to a factor of paramount 
importance in every aspect of modern 
business. 


The ordinary risks of damage and 
theft, in all their wide ramifications, 
have, of course, expanded upon 
natural lines. There have, however, 


A quarter of a century has seen 


been created entirely new fields where 
insurance has come to assist the 
progress of business. 


Among the most important of 
these developments is employee 
group life protection. This system 
has stabilised business to an extent 
which is incalculable. By giving a 
financial security against emergencies 
to classes of workers who could 
never otherwise enjoy such protection, 
industrial morale has been improved, 
output increased, employers’ outlay 
for various forms of compensation 
minimised, labour turnover reduced 
and general overheads cut down. 


When it is considered that this has 
taken effect in almost every firm of 
any size in the country its benefit to 
business can be more easily imagined 
than calculated. 


As indicated in the above article, 
the group life system has now been 
developed so that the advantages to 





employees do not invol®e the com- 
pany using the scheme in any 
financial contributions at all. 


To an increasing extent, too, 
important firms are utilising the 
comparatively new development of 
short-term life insurance of key 
executives when they undertake 
travel or other conditions abnormal 
to their usual occupation. 


Partnership insurance is another 
important factor of modern business. 
Every day small concerns are saved 
by this precaution from the extinction 
which would otherwise overtake them 
through the sudden death of one of 
the members. Business history of 
the past abounds with such failures. 


Modern executive insurance saves 
big firms incalculable costs in money 
and trouble which they would other- 
wise experience at the sudden loss of 
really key men. 


A further huge development is that 
of Credit Insurance, an entirely 
new field of business which has 
made its appearance in the last 25 
years. 


To-day, every business risk and 
contingency is ‘‘ protectable’’ by 
modern insurance, which is no longer 
an incidental to business, but an 
integral part of it, vast in influence 
and unlimited in adaptability. 


T, 


quarter- 
century of 
de velop- 


ment in market- 
ing, selling and 
advertising! 
What a subject. 
A mere listing 
would call for 
more than a 
whole issue of 
BUSINESS to 
encompass it. 
Hence, it is obvious, no explanation 
is needed here of the very outline 
nature of this brief survey. 


Selling before the war was very 
much an automatic affair. The chief 
concern of management was manu- 
facturing. Then came the post-war 
boom, and the problem was one of 
producing enough to meet the 
demands of a buyers’ market. 


Later, the bottom dropped out of 
things. The buyer took command. 
Business faced a new problem—how 
to move what was made. That con- 
dition has igtensified progressively 
from 1921 to this day. ` 

The new ideas of real marketing 
and selling methods grew slowly. 
Business men, realising that it was 
the scientific approach that perfected 
the modern product, turned their 
attention to the same means for 
achieving the utmost acceptability of 
their goods. It was realised that if 
a product did not sell, there was a 
reason. They set out to find that 
reason. Thus was born market 
research—a logical development of 
manufacturing research. 


It may seem laughable to-day that 


thousands of pounds were spent in 


manufacturing research and the per- 
fecting of a line of goods, only for it 
to be found that the public would not 
buy. But that happened commonly 
twenty-five years ago. 

This market investigation did not 
stop at attempting to discover what 
the public wanted. It went on to 
find out how new needs could be 
induced in the minds of a potential 
customer. It studied the packing 
and presentation of the goods, 
matters of distribution, pricing, 
carriage. It investigated how far 
unnecessary items in a range could 
be eliminated; how new uses could be 
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TWENTY-FIVE 


Years ot Progress 


by F. W. ISERN-SMITH 


Director, The Winter Thomas Co., Ltd. 





developed for old lines. It probed 
into the uses which the public made 
of goods produced—uses often quite 
different from those intended by the 
manufacturer. It studied the basic 
urges to possess different articles; 
the ways customers purchased; the 
periods during which they purchased. 
It noted medical, sanitation and 
health developments ; climatic effects. 
Thus was evolved a new approach to 
the problem of developing the 
channels between maker and con- 
sumer which produced an entirely 
new conception of selling. 


This modern conception of selling 
has brought into being the means for 
its fulfilment. The individual business 
need not, even if it could, attempt to 
tackle the many problems involved in 
branding, packaging, advertising, 
distribution, consumer and dealer 
research, pricing and the many factors 
which make up the process of success- 
ful marketing. Expert service in all 
these matters is now provided by the 
great advertising agencies. 


So much for the policy side of the 
picture. Now for the practical. This 
embraces all those “ tools "° of sales 
promotion which have developed 
simultaneously with the new concep- 
tion of marketing. They range from 
the giant electric sign to the tying 
tape which carries a selling message. 


Think of the advances in two and 
a half decades in commercial printing ; 
photography, art, and the mechanical 
means for reproduction on paper, 
wood, fibre and metal. The very best 
in these fields are used in the appeals 
to consumers. 


Interest in the merchandise having 
been aroused, there is the need for 
compelling display. Packing methods 
have been perfected; and to-day the 
product, whether a floor brush or a 
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perfume is so 
enclosed as to 
make the en- 
semble pleasing 
to the eye, de- 
lightful to the 


touch, and 
subtly oO: 
forcibly attrac- 


teve as the selling 
requirement 
demands. 

Then, in the 
handing of the goods to the pur- 


chaser, developments have been 
considerable. This final packing 
has evolved along the lines noi 
only of improving the protective 


efficiency of the outer container, its 
wrapping, tying and sealing, but also 
in the lowering of costs, the carrying 
of a selling message, and general 
attractiveness. In this connection 
reference must be made to the fibre 
box, cellophane envelopes, gummed 
tape, tying tape, new stencilling 
machines, banding appliances, new 
carrier bags, and so on. 

I must omit many things which 
should be mentioned, and can only 
refer readers to the editorial and 
advertisement pages of BUSINESS, 
where regularly the developments of 
modern equipment are recorded. 


A word of the developments on the 
administrative side of selling. The 
sales manager to-day is equipped with 
management aids as far ahead of 
those of his colleague in 1908, as is 
the aeroplane of the hansom cab. He 
has comprehensive sales maps; 
machines for producing his records at 
lightning speed and fractional cost; 
visible indices and dictating machines. 
For his salesmen he has efficient 
sampling devices, photographs, port- 
able cinema apparatus, and, of course, 
the dependable, low-priced motor-car. 


As one looks around and notes the 
pace of evolution in other fields of 
human endeavour in the last 25 years, 
we, in the business of selling and 
advertising, can be certain that our 
progress has been as rapid as any, 
and more rapid than most. We have 
to our hands the methods and the 
equipment. Are we fully using them? 
That is a matter we must be certain 
about—or we shal! fall out of the race 
for national and international markets. 
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These Plans will sell 
20.000.000 TON: S MORE A YEAR 


of BRITISH COAL 


. . From an Interview with W. R. GORDON 
Director of the Coal Utilisation Council 


taking definite steps to regain 

some of its former glory. After 
years of muddling, indecision and 
occasional single-handed effort, the 
four great bodies in the industry, the 
Mining Association of Great Britain, 
the Coal Merchants’ Federation, the 
National Council of Coal Traders, and 
the British Coal Exporters’ Federation, 
have combined forces and set up a Coal 
Utilisation Council to bring back pros- 
perity to British coalfields by increasing 
their output by some twenty million 
tons a year. 


The Council*is beginning its task 
immediately under the direction of Mr. 
W. R. Gordon, who has previously been 
engaged in market-research investiga- 
tions, the training of salesmen, and the 
survey of conditions in important 
national industries. 


What is the exact task which Mr, 
Gordon and his Council are under- 
taking ? 

Let it be said at once that it is not to 
set up a marketing organisation. It is 
connected with no  super-high-speed 
salesmen. Its object is not to dig 
coal out of a mine and sell it to the 
public or in any way to act as a com- 
petitive selling organisation. 


A: long last the coal industry is 


Its aim is to lessen the general sales 
resistance to coal in order that those who 
are now selling may sell more. 


To do this it will endeavour to secure 
the wider use of coal as coal, and to 
discover new and larger markets for coal 
in its various treated forms. 


How will Mr. Gordon set 
achieving this? 


about 


Intensive Research will Form the 
Basis of the Campaign 


` First by making a national and 
international survey of the industry and 
intensive research of coal problems, then 
by utilising the result of this survey and 
research to put over a propaganda 
scheme urging the uses and advantages 
of coal as a fuel. 


Mr. Gordon plans to set about dis- 
covering the position of the industry 
and its present distributive methods by 
the finding and training of a number of 
roar vamp whose job will be to make 

iries at coal merchants’ order offices 
ber at the showrooms of coal-grate 
makers and dealers in order to discover 
how coal and coal fires and cookers are 
sold to the public. These enquiries 
will be made by investigators who are 
actual or potential customers, and will 
be made in person, by telephone and 
through the post. Each investigator 
will be provided with specially prepared 
data cards, which, when completed, 
will show how the sales story of coal is 





The Coal Utilisation Council represents 
the forces of the four great bodies of 
the industry who have at last combined 
to put into effect a unified effort to sell 
more coal. Mr. W. R. Gordon, an 
Exeter man of but 28 years of age, who 
is to direct this Selling Campaign, ex- 
plains here the methods he will follow 











generally presented to the domestic 


customer. 


The investigation will be carried into 
the industrial field by investigators 
accompanying wholesale salesmen on 
their visits to industrial users, such as 
municipal undertakings, factories, and 
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other large consumers, both in this and 
other countries. 


The next point to investigate will be 
the preferences of the domestic consumer 
for coal, gas, electricity or oil, both 
for heating and cooking purposes. 
Carefully worded questionnaires and 
personal interviews between special 
investigators and average consumers 
should bring out any number of selling 
points in favour of coal as a fuel, while 
popular objections will also be brought 
to light. By such a survey, telling 
arguments and the correct appeal for 
advertising to the general public, as well 
as selling ammunition for coal sales- 
men, will be provided. Similar research 
will have to be conducted into the 
opinions and ideas of consumers who 
burn large quantities of coal for indus- 
trial, marine, and municipal purposes. 
Doctors will also be approached regard- 
ing the hygiene of heating methods, 
and be asked to state an opinion on the 
respective merits of coal, gas, and 
electricity. 


How the Efforts of Competitors 
will be Studied 


On the other side it will be necessary 
to discover what the ‘* enemy ” is doing 
and how he is achieving results. To do 
this a careful study will be made of the 
effectiveness of the showrooms of firms 
selling competitive fuels. Window 
displays, lighting, interior displays, shop 
fronts, advertising literature, and special 
demonstrations, will all be taken into 
account, as will also be the standard of 
salesmanship exhibited by the show- 
room staffs. Mr. Gordon is fully aware 
that the industries directly in competi- 
tion with coal have made rapid strides 
during the last few years and that many 
useful lessons can be learnt by studying 
and adapting their ideas. 


The public and the opposition having 
been approached for information, the 
next step will be to enlist the knowledge 


and experience of those within the 
industry itself. Successful colliery 
owners, colliery managers, and coal 


merchants will be asked to put forward 
their suggestions. Somewhere, Mr. 
Gordon is certain, methods are in use 
which are maintaining or even increas- 
ing sales in spite of the prevailing 
depression. Those methods must be 
found and applied wherever practicable 
to other businesses. 


On the technical side, examination 


MARKETING . ADVERTISING . SELLING 


will be made of the problem of removing 
the prejudices of fuel users which have 
lately been engendered and strengthened 
by clever competitive advertising. 

The question of pulverised fuel, its 
possibilities and advantages, will also be 
gone into and it is expected that the 
Council will be able to give the sale of 
this form of coal a great fillip. 

To what use will this mass of 
information be put? y 

Once it is all ready and classified the 
real work of Mr. Gordon and his 
Council will begin. That is to teach 
the general consumer, big and small, to 
use more coal, and to show coal sales- 
men how to sell more coal. 

How will this be done? 


By making the public coal conscious 
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through an extensive and carefully 

lanned advertising campaign. The 
information in hand will allow the right 
note to be struck, for the Council will 
have answers to all the objections 
against coal as well as being aware of 
the points which the public counts in its 
favour. 


The channels through which the 
advertising will be directed must be 


determined by the survey, but it is- 


probable that there will be general press 
advertising, direct mail literature 
centrally prepared and issued to coal 
merchants for distribution to their cus- 
tomers, posters, talking films, window 
displays and national and local 


exhibitions. 


Combined with these forms of adver- 
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tising will probably be the preparation 
and issue of sales-training programmes, 
based upon lectures, sales manuals and 
proper courses of salesmanship adapted 
to the needs of the coal industry. Classes 
of instruction for new entrants to the 
industry are also planned, and every 
effort will be made to raise the technical 
knowledge of those working or entering 
the industry. 

This, broadly, is the object of the 
Coal Utilisation Council and its director. 
It is not an attempt to put the clock 
back or to fight the gas and electricity 
industries, both of which are users of 
coal. It is a scientific attempt to extend 
the use of coal, and by so doing to 
rebuild the fortunes of a depressed 
industry and eventually to make this 
country dependant upon home supplies. 


Tour: INSTRUCTION BOOREET 3 
. . « Does it Also Help You 


TO SELL MORE GOODS? 





By L. A. CALVERT 


for understanding all sorts of 

mechanical things. No matter if 
they buy a new camera, washing 
machine, wireless set, a pumping plant 
or what not, they seem to understand all 
about it, instinctively. They do not 
really need an instruction book, unless 
perhaps to glance at it once in a general 
way. 

For every such a gifted individual, 
however, there are millions who pur- 
chase mechanical products and who 
depend entirely upon the maker’s 
instruction book to guide them in the 
use and maintenance of what they have 
bought. Manufacturers must know 
this. I have often wondered, therefore, 
why they do not take more trouble to 
make their instruction books serve an 
even wider purpose. Why do they not 
compile the instruction book so that it 
not only explains the use of the product 
—but also encourages the consumer to 
use the product more frequently? This 
second function is nearly always lost 
sight of. 

The more often a device is used the 
quicker it wears out. Moreover, in 
cases where the product manufacturer 
also sells ‘“‘ refills” or some form of 
consumable accessory, the more the 


Se people Rave an uncanny faculty 


product is used the greater the sale of 


these adjuncts—which are often very 
profitable lines. 


Take cameras; one famous firm sets 
an admirable example. Its instruction 
booklet explains the mechanism of the 
product, but it also explains to 
amateurs how to use cameras in 
winter as well as summer and at night 
as well as by day. It thus encourages 
the amateur to use his purchase to 
double the extent he would ordinarily 
have done, to the great benefit of the 
manufacturer in the sale of additional 
plates, films, flashlight apparatus, 
developing materials, etc. 


A cash register manufacturer devotes 
a special section in the instruction book 
to the advantage users can get by 
employing the firm’s receipt ticket 
rolls, electros for printing advertise- 
ments on the receipts, etc. These 
ticket rolls and electros are rapidly 
consumed and are highly profitable for 
the manufacturer to sell. This extra 
section in the instruction book is thus a 
money maker because it gets the 
customer to use something extra which 
he would otherwise overlook, and it 
costs nothing but the few shillings for 
an extra page or two. 


A firm producing woodworking tools 
has extended its instruction book to 
include a section, written by an expert, 
describing how to make 500 useful 
articles for the home. It has even 
persuaded paint and enamel manufac- 
turers to take advertising space among 
these pages. The revenue from the 
space thus sold, I am told, more than 
paid for the production of the booklet, 
yet the tool and paint manufacturers all 
gained in increased business. 


A sewing-machine manufacturer sold 


more machines by adding sixteen pages 
to the original eight-page instruction 
booklet. The new pages described and 
illustrated at least twenty different kinds 
of fancy work which any amateur 
could do with the machine. This was 
news, because the average amateur did 
not know that such work could be 
accomplished, except by an expert. 


Too many manufacturers presume 
that buyers know all about their 
products. There are, therefore, hundreds 
who could improve their sales as 1 have 
indicated, 


Getting the purchaser to make wider 
use of the product means quicker 
replacement, more sales, apart altogether 
from the increased goodwill it builds up 
by making the customer more satisfied 
with his purchase. 


One of the best instruction booklets I 
have ever seen was recently put out by 
a famous oil company. It was called: 
“ So that’s how it’s done.” It was a 
book designed for garages and service 
stations, and was really a most compre- 
hensive guide as to how garage 
attendants should treat customers. 
Primarily, of course, it was a manual 
of instruction on the use of the particular 
branded oil concerned. But any garage 
which followed out the excellent advice 
given and photographically illustrated 
in the many pages could not help but 
sell many gallons more of oi! per year. 
That book was a model of sales pro- 
paganda coupled with technical instruc- 
tion. Unfortunately, it was not 
produced in Britain, but it would be 
thoroughly well worth any British 
manufacturer’s time to study it. 
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HOW WE GET SALESMEN ... 
to concentrate on MOST 


hen one of our oldest salesmen 
Wi our service the new man on 

the territory happened to make 
his first call on one of our most valued 
customers. He saw the proprietor him- 
self, who gave our man a good recep- 
tion. ‘I kno your company well,” 
he said. ‘‘ Mr. So-and-So, your pre- 
decessor, was an excellent fellow, but it 
is not necessary for you to call on me as 
frequently as he did. I use your 
machines here and at all my branches, 
but I am afraid your man overworked 
us a bit.” 


The salesman reported this conversa- 
tion to our sales manager here at head 
office, and it gave him something to 
think about. 


A Vital Point which our Salesmen’s 
Daily Records lacked. 


The main line we sell is a product with 
an almost indefinitely long life, but we 
also do a big business in ticket rolls 
and other parts which are fairly rapidly 
used up. We have, therefore, to keep 
careful track of all our machines in 
operation so as to keep this valuable 
repeat business in consumable parts. 


We have salesmen covering selected 
territories throughout the country. They 
make daily reports on all calls, but 
hitherto these reports have recorded only 
the number of calls made per day. No 
record has been made of the name of 
customer called upon. 

This 


light the 


point 


brought to 


fi r 





This plan removed the weakness, common amongst many sales- 
men, of over-calling on the “ easy ’’ customers to the neglect 


of the difficult one. 


IMPORTANT 


CUSTOMERS 











significant fact, which we had entirely 
overlooked before, that our representa- 
tives had followed the road of least 
resistance, a failing which, I am afraid, 
is common to a great many salesmen, 


They had been calling far too 
frequently on those customers who 
readily greeted them in a friendly way 
and far too seldom on those who put up 
any sort of resistance to an approach. 


We decided at once to alter our 
system of records in order to get a 
closer control of the name and potential 
value of the customers called upon. 


Every salesman was instructed to 
enter on his daily report the name of 
every customer he called upon to service 
machines and for orders for ticket rolls 
and other parts. 


In the office we had, of course, a full 
record of every customer and how many, 
and what type of our machines each had 
working on his premises. From this 
list a new punched-card index was made 
and as the salesmen’s daily reports 
came in the names of customers called 
upon were transferred to the cards. 


We then wert through the customer 
list very carefully, critically examining 
every kind of business. To make the 
work more easy to control, we divided 
the customers into three classes, 
according to the frequency with which 
we considered they should be called 
upon for service and repeat orders. 

Class A were those we decided should 
be called upon once every month, 


* 


Without increasing the office work it 


raised sales over twenty per cent., whilst at the same time hold- 
ing down the unit costs per sale 


By ARTHUR JAMES 
Managing Director, Record Cash 
Register Co., Ltd. 


Class B every second month, and 


Class C every quarter. 

With the punched card arrangement 
we can now, towards the end of each 
period, instantly bring up for examina- 
tion every card for the particular period 
under review. Ata glance we can see if 
the salesmen have carried out their 
instructions and what the results have 
been. 


This system has entirely abolished the 
old fault of salesmen’s over-concentration 
on customers easy to call upon. It has 
forced them to call on every customer 
and at a frequency according to his 
potentialities as a buyer. In the case of 
any failing in this direction it is easy 
for the sales manager or any of his 
assistants at once to locate the weakness 
and to apply any appropriate remedy 
the circumstances demand. 

. 


The New Control helped Salesmen to 


get better results. 


This is not done in any hostile way to 
the salesmen. We use this check mainly 
in a way which enables us to help the 
salesmen. We may find that a little 
direct mail matter will assist or that 
some extra pressure in the way of other 
publicity matter will stimulate the 
situation. But in any case the weakness 
does not, as it used to do, go unnoticed. 


The result, after six months’ working, 
has already given us an increase of over 
twenty per cent. in replacements 
business and has, in addition, led to a 
considerable increase in orders for new 
machines. 


I might mention that our own division 
of customers into Classes A, B and C is 
not always a right one, especially when 
it concerns new customers. We some- 
times find that a customer classed for 
calling on quarterly (Class C) can be 
more profitably transferred to Class A, 
and so on. 


We are even considering the appoint- 
ment of a special service man in each 
area to have, as part of his duty, the 
accurate classification of each customer, 
especially new ones. At present the 
salesmen do this, but we do not con- 
sider it wise to burden salesmen with 
any duty other than that of actual 
selling. 
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MAKES AND KEEPS 
SATISFIED CUSTOMERS 


A garage in Kent aims to help every 
customer get the very best out of his 
car. To the top corner of the wind- 
screen of every car passed through the 
workshop for decarbonisation or a 
major adjustment the following notice 
is pasted: ‘* May we point out that your 
car, having been recently serviced by 
us, will require minor adjustments in 
order that the maximum results may be 
obtained. Therefore, please return the 
car to us when it has completed 500 
miles, or immediately any falling off in 
power or irregularity of running is 
noticed.” 

Since every car needs adjustment 500 
miles after decarbonisation, this is not 
only a valuable service to customers, but 
a sure way of forging a strong link 
between customer and garage. 


+> 
FREE SERVICE 
ESTABLISHES BRAND 


The manufacttrers of a branded drain 
pipe cleanser made an effective link 
between press advertisements and house 
canvassing. 

In the press advertisements the picture 
of a plumber in overalls was featured. 
The tie-up was effected by dressing 
sample distributors like the plumber 
shown in the advertisement. These men 
were sent out to shout an offer of free 
drain pipe cleaning. In populous areas 
it proved very effective, the unusual 
nature of the service effectively estab- 
lished the name of the branded cleanser. 


o> 


EFFECTIVE POSTSCRIPT 
ADVERTISEMENT 


An American manufacturer of erasers 
includes an unusual postscript on every 
letter he sends out. It is written in 
pencil and reads: ‘* This sentence was 
written with a Faber (pencil) 482, No. 1. 
The next few words were erased with 
our new sponge rubber mounted desk 
eraser, made to match the new model 
desk sets.” It gets attention and sells 
not only the erasers but the desk sets 
as well. 

><> 


BRINGS IN THOSE 
TELEPHONE ORDERS 


To encourage ordering by telephone, 
a wholesaler who carries on 25,000 lines 


NEW SALES ANGLE 


CREATED NEW 


21 


PAVE 





MARKETS 


This is what the manufacturers report about this new presentation case which 
contains camera, carrying case and snapshot album :—* These caskets created an 


entirely new trade. 


We have sold thousands for Christmas trade alone. 


Prior to 


their introduction this year the quantity of cameras we sold at Christmas was negligible, 


as dealers considered them a summer line. 


The sales of this casket have overwhelmed 


us, and the demand just as amy ds in France, Belgium and Holland as in this country.” 


This is an excellent example of 


the value of giving a new angle of appeal to an 


existing product 


not only guarantees to’ despatch any 
article ordered by telephone within 100 
minutes of.receipt of order but he under- 
takes to pay for the customer’s telephone 
call as well, Three months’ experience 
of the plan has proved that it pays, in 
the wholesaler’s own words, * hand over 
fist.” 


++ 


INCREASED SALES 
300 PER CENT. 


An umbrella manufacturer decided to 
abandon haphazard production and to 
concentrate on a specialised article. 
Out of 50 of the best covering fabrics 
he chose one which was proofed and 
toughened by three patent processes. 
He standardised this fabric and gave it 
a brand name. Using the same quality 
cover but varying qualities of handles he 
made three distinct classes of umbrella 
at three definite prices: popular price, 
medium price and exclusive price. He 
doubled his advertising, stressing the 
brand name which described the three 
patent processes and the three standard 
price rates. He designed two standard 
dealer window displays, one for wet and 
one for dry weather, and forbade price 


cutting. At the end of six months his 
sales had increased 300 per cent. and 
were still rising. 


><. 


LINKS USER WITH 
MANUFACTURER 


Through its house magazine, a 
British firm of oil refiners offers a key 
ring free to any user who cares to write 
for it. On each ring there is a metal 
tag on which is an offer of a reward of 
five shillings for the return of the ring 
and keys should it be lost, the reward 
being paid by the firm. It acts as a 
constant reminder and helps to link user 
with manufacturer. 


~~ # 35531 


MAYBE IT WILL 
REVIVE MEMORIES 


** Remember this place? Must be 
eleven years ago since we spent our 
honeymoon there. Let's go again! “ 


This is the caption to a photographic 
blotter sent out by a hotel in Devonshire 
famous as a honeymoon resort. A good 
selling message to revive old memories, 
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DOES YOUR PACKAGE ... > 








SELL 
the 


GOODS? 


By L. O. COULTER 
The H.K. McCann Co., Ltd. 





The old containers on the left are not such flagrant offenders as some, yet, when redesigned as 
shown on the right sales were increased, in the case of the new tin, by as much as 800 per cent, 
Photo : by courtesy of the H. K. McCann Co., Lid. 


package or a label in the face of considered. 


They are :— 


Te be thinking about re-styling a even more important factors have to be 
d 


ifficult selling conditions seems to 
strike many business executives like 
fiddling while Rome burns. 


But this is not Rome, nor even 
Russia, it is Great Britain, with millions 
of pounds lying idle in its five great 
banks. Stimulation of buying activity 
is what is needed, and everything which 
stirs the interest, imagination and 
emotions of the buying public helps to 
pry loose those idle millions and set 
them to profitable work again. 


Next in importance to the design of 
the product itself comes the design of 
the package in stimulating these 
emotions of the public, yet it is 
one of the most neglected of 
sales factors. 


The day has passed when 
quality or durability of mer- 
chandise constituted the major 
selling appeal. The tempo of 
modern life demands a more 
direct appeal to the senses and 
it demands constant change at 
that. 

Some firms, quite up to date 
in other spheres of their business, 
still use packages or labels designed by 
the revered founder of the firm before its 
present members had got even so far 
as the cradle. Such firms honestly 
believe that every flourish, every para- 
graph of packed four-point type is 
known to, and cherished by, the cus- 
tomer and that its sacred presence would 
be missed. 


There never was a greater fallacy. 


The fundamental purpose of a pack- 
age is, of course, protection of the 
contents. To-day, however, two other 


. The package 


1. The package must sell more goods. 


To the mere container must be 
added beauty of line and colour. 
It must have “ shelf appeal” to 
the dealer and it must appeal to the 
eye and thé touch of the customer. 
The package must close the sale. 


must be more 
efficient. Whether it is a carton, 
tube, tin or bottle, it must do its 
job better to-day if it is to create 
sales. Colgates improved their tube 
and advertised ‘‘ Comes out like a 
ribbon—lies flat on the brush.” 
Beefex have improved their bottle 
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Hundreds of cases exist where a redesigned 
package enormously increased sales. 
redesigning is not a simple matter. In this article 
the author gives the 24 points to be considered 
when checking your packaging to see if it is the 
greatest possible asset under to-day’s marketing 


conditions 
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by giving it a sufficiently wide 
mouth to admit a spoon. A tomato 
catsup is now put up in a wide- 
mouthed, instead of a narrow- 
necked, bottle. Both these do away 
with the necessity the user formerly 
had of slapping the bottle on the 
back. Incidentally, the products in 
these new containers are now used 
up more quickly. The Cerebos 
salt tin was improved by incor- 
porating a “f pourer spout.” All 
these improvements increased sales. 


But this 


One has only to look round 
the markets to see countless 
other examples of package 
changes, package improvements and 
entirely new packages introduced for 
the sole purpose of meeting the changing 
tastes and demands of consumers, 


Some admirable instances of how 
improved packages increased sales were 
cited in the article ‘* Style, the Secret 
of Successful Selling,” published in last 
month’s issue of BUSTNESS. 


Then there comes to my mind a paint 
manufacturer who formerly did quite a 
good business among householders with 
small tins of ready-mixed paint. These 
tins were sold as just tins of paint. The 
retailer wrapped the purchase in a screw 
of paper whenever a customer bought. 


That manufacturer, two years 
ago, however, had the intelli- 
gence to see that his market was 
changing, that more and more 
women were going in for home 
decoration, and were buying 
paint. He therefore enclosed his 
very ordinary tins in specially- 
designed cartons of a colourful 
and modern character. These 
not only had a much greater 
appeal to the new women pur- 
chasers but they were brought 
more prominently to the women’s atten- 
tion because, owing to their attractive 
appearance, retailers made use of them 
for counter and window displays. 


Formerly these tins were kept on back 
shelves to be handed out when specially 
asked for. Now they get such publicity 
that through their attractive exteriors 
they sell themselves. The new cartons 
did it. 


Hundreds more examples of this sales 
increasing factor could be quoted, so 
there is no lack of (Continned on page 39) 






GREAT BRITAIN, IRELAND, 
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Incorporated Practitioners în Advertising 
MITCHELL HOUSE, l-2, SNOW HILL, LONDON, 











. 3 Inall the above Markets THE HOUSE OF MITCHELL 
oe is qualified to give expert advertising service based on long and varied 


experience, first-hand knowledge of local conditions, as well as an unrivalled 
naeta with the PANE SNE value of the Press of the various countries. 





On the Continent of Europe, 
banking accounts are maintained — 
in each Country, and payment. of | 
accounts is accepted in the currency 
of the country concerned. Many 
International Advertisers. have ] 
entrusted us with their publicity _ 
arrangements. Reference to any _ 
of them gladiy —_ on request. 
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PRIVATE TELEPUONE. SYSTEMS 


Efficient 


Economical 


Reliable 
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“ NEOPHONE " 


The World's most efficient 
Telephone. Standardised 
by the British Post Office. 


f For SALE OUTRIGHT or on RENTAL or D.P. TERMS 3 | 
| Particulars from: 
RELAY AUTOMATIC TELEPHONE SECTION 
SIEMENS BROTHERS & Co., LTD. 
38 & 39, UPPER THAMES ST., E.C.4 
Telephone : City 3450 


Far J5 years 
‘The PROTECTOGRAPH 


ot has been recognised as the most efficient 
ee CHEQUE PROTECTOR 
|| THERE ARE OVER 1,000,000 in use. PROTECTOGRAPH e 
-The latest model protects your cheques | CHEQUE WRITER | oa 
: and saves valuable time | Write for full particulars 


of this most essential 
item of your Counting 


|| NEVER FORGET that one of YOUR pines Sapien pte 
CHEQUES may be stolen, in course of K HALSBY & Co., Lro. 


transit, and fraudulently altered, causing (Dept. B} 
= you very serious financial foss ee x St. Bride Str eet, 
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25 YEARS have entirely 
CHANGED OUR IDEAS ... by A. C. GRENNELL 


o look back, as a Production 

| man, to 25 years ago is to 

realise, more strongly than ever, 

the enormous changes which have 

taken place in regard to manage- 

ment’s attitude to production and 
personnel. 

Twenty-five years ago a manufac- 
turer had his plant and workers to 
operate his machinery and to turn out 
a product. His plant was plant, his 
workers were people, and that is all 
there was to it. 

How his plant was laid out, how his 
workers did their various jobs, were 
not points over which he expended 
much thought. 

-In 25 years there have, of course, 
been enormous developments in 
machinery. I cannot touch upon 
them in a short article like this. The 
field is obviously so vast that any 
attempt is out of the question. 


M y point is to indicate the complete 
change of management’s attitude 
to the factory. Apart from technical 
improvements, probably the greatest 
development has been on the human 
side. 

It is realised that upon the proper 
handling of staff, as much as upon 
any mechanical factor, depends the 
profitable existence of the concern 
itself. 

Out of this realisation have 
developed time studies, the examina- 
tion of workihg conditions, rest 
periods, holidays, first-aid, medical 
supervision, feeding arrangements, 
hygiene, labour-saving devices, out- 
put incentives, and all the many 
ramifications which spread out under 
these heads. 

It is difficult to say which of these 
developments is the most important. 
The oldest, however, and, which I 
personally consider the most im- 
portant, is the general improvement 


of basic conditions. By this I mean 
the better lighting, heating, ventilat- 
ing and hygiene in factories. 


o-day management considers these 
things, not merely as unrelated 
items, but as definite factors, the 
proper selection and control of which 
very largely govern ultimate profits. 


For example, management knows 
that it can employ experts who will 
instal lighting equipment which will 
enable workers, irrespective of the 
tasks they are engaged upon, to 
produce the highest quality and 
quantity of work for the lowest cost 
in current and the greatest degree of 

comfort on the part of the workers. 


The same in regard to heating and 


ventilating. By employing the 
expert services of appropriate 
engineers, management can per- 


manently assure exactly the tempera- 
ture which enables operatives to 
work at their best. 


Compare these conditions with the 
time when workers almost froze in 
dark, dismal factories during winter 
or languished in the uncontrolled heat 
of summer. Management was then 
indifferent to both conditions. 

To-day, applied hygiene gives lava- 
tories and wash-houses, which are the 
very antithesis of their counterparts of 
a quarter-century ago. 

Years ago, workers had to take 
home with them all the factory filth 
gathered in the day’s work. They 
lived in it; slept in it. Disease and 
absenteeism then figured high in the 
total of overhead costs. 


nother development which has 
Prox costs of production is the 
reduction of accidents on the one 
hand, and the mitigation of their 
effects on the other. 


The law, of course, assisted the 


first measure by enforcing the 
guarding of dangerous machinery. 
But manufacturers themselves have 
also acted on their own initiative, as 
the savings to be made were obvious. 


The mitigation of accidents which 
do occur to-day is taken care of by 
first-aid appliances and medical 
services. Even the smallest factory 
has its first-aid cabinet and at least 
one worker on the staff who under- 
stands its use. Larger firms have 
more appliances, until we find the big 
concerns with operating theatres and 
resident surgeon, with sometimes a 
dentist and oculist as well. 

These measures are not instituted 
out of a philanthropic regard for 
the workers. Modern management 
knows that, as preventive measures, 
they pay dividends in hard cash by 
reducing labour turnover, absenteeism 
and compensation. 


W: must not forget the import- 
ance, from the management 
point of view, of canteens. Twenty- 
five years ago no employer cared two 
hoots what his employees ate, or 
whether they ate anything at all. 
To-day the wise manager knows that 
good food conduces to good work. 
He ascertains if his staff have time to 
go home for a good mid-day meal or 
if facilities exist in the district for 
their getting such food. If neither 
of these conditions is fulfilled he 
knows it will pay him to provide a 
canteen. 


Fe book, of course, could be 
written on the development of 
time studies, labour-saving equip- 
ment, rest pauses and rest rooms. In 
such a short survey as this | cannot 
do more than state that management 
to-day regards these factors as of 
prime importance in their relation to 
output and costs. 
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No CHASERS and No IDLE PARTS 


with this Job-Number System 


actories manu- 
Fiscturing to 

order often em- 
ploy a large staff 
of clerks to pre- 
vent stocks rising 
and an army of 
“ chasers ° rush- 
ing parts through 
the shops to keep 
promised delivery dates. By this method 
certain parts for an assembly are 
often manufactured far ahead of others 
and must therefore be stored, whilst 
parts, urgently required, may be left 
behind and forgotten till almost the time 
for delivery ofgthe order. 





Large stocks mean losses through 
tied-up capital, shortage of floor space 
and a high percentage of shrinkage ; late 
deliveries mean high operating costs due 
to rushing the job through, bad work- 
manship, lengthening delivery dates for 
other orders, and dissatisfied customers. 


Here is a method of production control 


which eliminates these faults. It 
ensures that the flow of material 
through the shops is automatically 


regulated, so that parts which are 
urgently required are completed first, 
whilst manufacture on parts not re- 
quired for some time is postponed until 
the latest possible date consistent with 
completion of other work in hand. 


Under the old system job numbers are 
allotted to each order or part of order. 
The finished parts are stored under their 
job numbers before assembling. ‘Then, 
when all parts for an assembly are 
collected in the stores, they are drawn 
out and assembled. Some of the parts 
may lie idle for four or five months, but 
cannot be withdrawn until all the parts 
for the order concerned are collected. 


The basis of the new method is the 
elimination of job numbers which have 
no meaning. Job numbers must still, 
of course, be allotted to orders, but they 
will themselves indicate the order in 
which the work is to be done. 


How the Job Numbers are Made 
Self Explanatory 


For example, when the order is placed, 
the time by which it must be completed 
is determined. The date being fixed at, 
say, 10.12.32, all parts required for this 
job must then be marked ‘“ Job No. 
10.12.32 "’ (instead of a Job No. under 
the old system of, say, 8,764, or some 
other jumble of meaningless figures). 
This done, the rest follows automatically. 


Let. us examine a specific case under 
the two systems. An Order has been 
received for 250 thermometers to be 
‘delivered at a certain date; say, 10.12.32. 
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Under the old system a job number, 
8,764, is assigned to that order and all 
parts therefore bear that number. 


The various parts are: case and dial, 
bourbon tube, capillary tube, bulb. 


The case and dial are standard, they 
are drawn from the stores, dipped, 
plated and replaced in stores to await 
the arrival of all the other parts for job 
number 8,764. The bourbon tube and 
bulb are special to this particular order 
and must be made up from raw material ; 
they have to undergo much more 
lengthy processes than does the case. 
Similarly, there are other minor parts 
which are either standard or special. 


The Proper Sequence of Jobs is 
Automatically Maintained 


If work on all the parts is started at 
the same time it is obvious that the 
case and capillary tube will be ready for 
assembling long before the tube and 
bulb. The* bulb may even remain 
unfinished by the date for which the 
order is due, and “ chasers " will then 
have to rush the job through the 
remaining stages. 


Under the new scheme the job ig, 


marked 10.12.32. The 
instructions to do the 
according to date, 


shops have 
jobs strictly 
The numbers on each 


part provide a clear indication as to 
which job comes next, and this order 
must be strictly adhered to. 


For instance, a bourbon tube which 
is urgently required will be amongst a 
number of other tubes on the bench 
awaiting machining. The shop foreman 
sees the date 10.12.32 amongst the 
various other dates, which may have 
numbers ranging from 20.12.32 to 
4.3.33. He will automatically begin 
work on Job No. 10.12.32 first; no need 
for a chaser to tell him which job must 
be done next. 


This method is automatic. It is fool- 
proof and so simple that mistakes cannot 
easily occur. There is far less clerical 
work involved and less supervision 
needed. 


Little organisation is required to 
introduce and run the scheme. It is 
only necessary to instruct the staff 
how to change the code of order 
numbers on new 
existing jobs at the time of the 
changeover can be completed under their 
old job numbers. The foreman is 
instructed to take the new job numbers 
strictly according to date. (If there 
should be several orders due for the same 
date, they can be given additional 
numbers, e¢.g., 10,12.32/1 and 10.12.32/2, 
in order to differentiate between different 
assemblies.) 


The savings follow automatically. 
The system is, in fact, so obvious that 
it is amazing that it could have been 
overlooked by some of our largest 
factories and* more involved systems 
instituted. 
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HOW 


The Small 


Manufacturer can 


USE MASS. PRODUCTION 


By A. N. 


any manufacturers talk about 
[MM sorting mass production methods 

when they do not really know 
what mass production is. Some think 
that because their factory is networked 
with conveyor belts, mass production 
methods are being used; but this may 
not be the case at all, they may only 
be using a method of progressive 
assembly. 


It is generally thought, in many 
manufacturing businesses that, once a 
certain extent of output is reached it 
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would pay to operate thereafter on a 
mass-production basis. 


But the extent of output is not the 
primary consideration before mass pro- 


duction. Actual size of the business 
has very little to do with it. It is the 
kind of business which should be 


studied. Although, of course, the big 
manufacturer has a better chance of 
using mass production, the small manu- 
facturer of certain classes of goods can 
equally well use it. 


Mass production is based on the 


jobs arriving. All, 
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PRODUCTION METHODS and EQUIPMENT 
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Mass production aims to increase output and reduce costs by sub- 
dividing work into separate operations which can all be speeded up. 
This article shows that mass production depends, not on the SIZE of 
the business, but on the NATURE of it. Small manufacturers of some 


types of goods can use it 


Some firms think they are already using mass production methods 
when, actually, they are not. Here is the test: “Does the slacking 
or temporary absence of one operator in the chain make itself felt on 
the individual output of the rest of the chain?” If it does, then mass 


production methods are in use 











splitting up of the main operations for 
making a product into sub-operations. 
The workers are lined up and the 
successive sub-operations are performed 
by each operator until the product is 
complete. 


The key to the whole problem lies in 
accurately determining the extent of the 
sub-operations, and I say quite 
definitely that this cannot be done 

. satisfactorily without the help of an 
efficient time study expert. 


What a manufacturer, whether small 
or large, needs to know is: ‘* Will mass 
production increase my output and 
reduce my costs? "’ 


This is what the time study expert 
has to determine. He must observe the 
whole plant in its original form of 
working and then he must analyse 
each job in relation to the whole, see 
where and how the operations can be 
split up and then estimate the rate of 
production and cost on the new basis. 


Some manufacturers attempt this 
alone, and here are some of the errors 
they fall into. 


A rate-setter may time an operation 
_and apply his figures to mass production 
without modification. What happens? 
(1) The operator may have been working 
above or below par during the particular 
test. (2) The operator may have been 
actually above or below the average in 


capacity. (3) A properly representative 


operation may not have been selected 
for the test. Any one of these factors 
is sufficient to throw the whole calcula- 
tion out of gear. 


Can Your Work be Sub-divided 
in this Way ? 


In firms where some parts of a 
product require weeks to complete while 
other parts of+the same product need 
only days or hours, mass production is 
probably impossible, There are all kinds 
of stages between this extreme and the 
other end of the scale where the product 
is of a “ straight through ” nature. 


In the latter class are “many textile 
makers-up. Throughout the country 
there are hundreds of shirt and pyjama 
makers, for instance, using ordinary 


production methods when true mass 
production would, perhaps, double their 
output, 


In this trade even a small manu- 
facturer can work on mass production 
lines provided he has sufficient work to 
keep his employees fully employed under 
ordinary conditions. 


Here the principle consists of placing 
the operators in a row, dividing up the 
work into accurately gauged operations 
and passing the work forward on a 
conveyor band. The work then starts 
as a piece of fabric and, without 
stopping, reaches the end as a completed 
shirt. 


That is true mass production, and its 
test is: ‘* Does the slackening off or 
temporary absence of one operator in the 
chain make itself felt on the individual 
output of the rest of the chain?” If it 
does, as in this case it certainly would, 

athen mass production methods are in 
use. 
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By testing his methods in this way 
any manufacturer can ascertain if he is 
using real mass production or only 
jobbing shop methods with the aid of 
conveyor bands. 


Many manufacturers think that their 
requirements are too varied or too small 
to permit of mass production. But mass 
production is really very flexible, and so 
far as smallness is concerned many a 
small manufacturer could benefit exceed- 
ingly by adopting mass production, It 
is not only the big factory with a big 
output which can profitably use this 
method. 


By Cutting Costs and Raising Output 
Wider Markets can be Sought 


The idea of mass production is to raise 
output without raising costs. This 
means that the manufacturer can sell 
cheaper and sell bigger. ‘It enables him 
to grow. It does not always necessitate 


. additional plant but simply a reorganised 


lay-out of existing machines and per- 
sonnel so as to make progressive 
chain. 


In many cases a complete switch-over 
can be put into effect in a few hours, 
or at most within a few days, without 
any serious interference with production. 


Almost any manufacturer with a 
straight through "’ product can there- 
fore use mass production, but it is the 
time study man who will tell him 
definitely if the operations can be 
economically split up and by how much 
the resultant plan will raise output ond 


reduce costs. It is then up to the 
manufacturer to say whether he can 
economically sell the bigger output ard 
go on selling as the output increases 
still more. 





This firm of shirt manufacturers has only thirty-five employees yet it works on true mass 
production lines, By adopting this method, with the same staff, it increased outpur 
45 per cent. and reduced costs by 20 per cent. 
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PLANS and Ideas 


# 


F 





These effective plans are actual instances observed and recorded in 
various industries by the National Institute of Industrial Psychology. 
In principle they can be applied to practically any business 


REST PERIODS LOW ERED 
LABOUR FURNOVER 


The spinning department of a textile 
mill had a high labour turnover; the 
workers were found to indulge in much 
pessimistic ‘* day-dreaming.’’ Almost 
every worker suffered from foot troubles, 
and many complained of neuritis in arms 
and legs. Three ten-minute rest periods 
were introduced in both morning and 
afternoon working periods and workers 
were instructed in the best methods of 
muscular relaxation, 

Morale improved at once, output 
increased and workers who had never 
done so before began to make bonuses 
above their wages. 
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NEW HANDS 
LEARN QUICKER 


Newcomers in a metal-polish factory 
who had spent ten days picking up 
methods of work- as best they could, 
were given one day’s systematic instruc- 
tion by a foreman who had given special 
study to movements. After one day the 
novices could satisfactorily perform each 
operation in 78 minutes against 154 


minutes formerly required. 


Clean stock is ensured and many hours o! 

time are saved by *“ dusting 'è with a portable 

vacuum cleaner. Almost any kind of stock 
can be cleaned in this way 





REMOVING GLARE 
IMPROVES WORK 


Small metal articles had to be 
arranged in sieves for inspection. Their 
surfaces were so highly polished that to 
look closely at a sieve-full was blinding, 
yet with less brilliant light of the same 
type the inspectors could not see defects. 
By employing mercury vapour lamps 
behind diffused glasses defects could be 
seen with great accuracy, glare was 
practically abolished, only about one- 
third of the original current was con- 
sumed and output increased 7 per cent. 
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CLEAR TABLE RAISES 
OUTPUT 40 PER CENT. 


No shelves were provided at the 
original packing tables in a confectionery 
factory, with the result that the bench 
was littered with empty boxes, card- 
board, trays of chocolates, paper 
shavings, empty trays, etc. The 
following alterations were made :— 

A tier of three sloped shelves was 
placed on the bench. Trays of chocolates 
were fed from the back. Below the 
table, on the right, a wooden trough 
was made to hold shavings. On the 
left was placed a three-compartment 
box to hold slips, cardboard and 
packing papers. 

A raised platform was provided on the 
Noor at the left side for empty boxes 
and a trolley for handling finished work. 
The bench was then. clear for actual 
packing. This arrangement made the 
job easier for workers and increased the 
speed of packing by 40 per cent. 


aa 
ONE HOLE SAVES 
£300 A YEAR 
In cotton doubling, considerable work 
was expended in collecting empty 
bobbins from a long, narrow box 


attached to the clearing frame. A hole 
was cut in the box so the bobbins could 
fall through into a skip placed beneath. 
Collection was thus so easy that several 
girls were released for other work. It 
saved the firm £300 a year. 
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BETTER SUBDIVISION 
STIMULATED WORK 


In the operation of soldering wires 
to wireless sets, it was suspected that in 
the mass production methods subdivision 
had been carried too far, and that the 
workers were bored by the extreme 
simplicity of their task. The number 
of different wires to be soldered by each 
worker in each set was accordingly 
increased, and records kept of the out- 
put on each day of the week. It was 
found that the average output became 
slightly higher with the larger unit, but 
what was far more significant was the 
fact that, whereas with the smaller unit 
output reached its maximum on 
Tuesday and then fell off markedly as 
day succeeded day, with the large unit 
output rose steadily throughout the 
week. The workers themselves also 
expressed a strong preference for 
operating on the larger unit as it gave 
greater variety to their work, 
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SIMPLE PLAN 
ELIMINATES STRAIN 


In a works manufacturing toilet 
preparations unnecessary muscular effort 
was found to be needed to operate the 
foot-pedal of a certain cream filling 
machine. The operator had to throw 
her weight on one foot and while at the 
same time raising her other foot 53 
inches in order to reach the pedal. In 
this position it was difficult to regulate 


the amount and duration of the 
pressure exerted. 
A wooden platform was therefore 


constructed to enable the girl to stand 
evenly on both feet, and, by merely 
pressing with the toe of the operating 
foot to work the machine. 


Not only did this simple adjustment 
greatly increase the accuracy, ease and 
speed of the work but it made a great 
improvement in the morale of the 
worker. Her increased output was 
maintained until the end of every day. 











These are other informative Articles on 
Production Methods and Equipment to be 
found in previous issues :— 


“ Handling Methods that Have Made Big 
Savings.” December, 1932. 
“How a Planning Department was 
Organized.” November, 1932. 
“42 Plans which Raised Output 48%, 
Cut Costs and Opened a New Market.” 

October, 1932. 
“How to keep your Staff Healthy and 
Efficient." October, 1932. 


“ How Lighting can Reduce your Costs." 
September, 1932. 


Examine, also, these Aids to more Profitable 
Production ; they are given in this issue’s 
Advertisement pages ; 


Time and Recording Services, 


Pages 29, 35. 
Floor Cleaning Equipment. Cover iv. 
Electric Clocks. Page 45. 
Tructractors. Page 46. 
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GIVE YOUR BUSINESS 


A TONIC 


And start 1933 with a new system. 


Modern conditions need the newest 


methods of Time 
supplies the need. 


checking and G.B. 
It inculcates effici- 


ency and effects economy by converting 
wasted minutes to productive time. 


To enable you to make the 
best of resolutions for 1933, 
make your enquiries now— 
send for literature to - day 
for the ‘‘ British throughout ”’ 


Time Recorder. 





LEDH ME LLERO ij 


38, Empire Works, HUDDERSFIELD ' 








YEAR OF 


F you are a young man with 

ambition, 1933 may well be 

for you the starting point of a 

successful career through the 
years to come, 

If you have not yet made your 
resolution to seek success, why 
not make it now ? 

The Metropolitan College, 
St. Albans, offer you to-day the 
opportunity to ensure the faith - 
ful carrying out of your re- 
solution to progressin yourcareer, 

Accept that opportunity ! Let 
your first step be tosend for your 
FREE copy of the Metro olitan 
College 136-page Guide toCareers 
—an authoritative volume care- 
fully compiled by tutorialexperts 
which tells you exactlythose lines 
to follow to achieve success, and 
shows you how, through the 


medium of PYA up-to-date 
the College Tq\ Jil SERVICE 
Specialised Guide 32pp Send DC 


SUCCESS 


Postal Courses you may, in your 
own spare time, in the quiet of 
your own home, equip yourself 
with that Specialized Knowledge 
which is essential to progress In such 
highly-specialised callings as Secretary- 
ship,Accountancy, Lawand Commerce. 

Therutsof routine are unproductive, 
the open fields of progress are yours for 
cultivation, to yleld the rich crops of 
remunerative employment, a respon- 
sible position, and an eventual harvest 
of financial stability and Independence 
in the roves of retirement. 

Fill in and post to-day the cou 
below, and you will have on 
the first step toward the fulfilment of 
the most vital resolution you can make 
forthe New Year—I WILL SUCCEED. 


COUPON— Post Now! 
Please send me a copy of the Metro- 

politan College 136-page “GUIDE TO 

CAREERS in Secretaryship, Account- 

ancy, etc," to keep without charge or 

obligation. 

G9. 
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Central Ediphone Transcribing Ri 


FERRANTI 


Hollinwwood, Lancs. 


Messrs. Ltd. 


This leading firm of electrical and general engineers 
conduct ail correspondence with the Ediphone Voice 
Writing System. Being themselves experts in the 
manufacture of electrical and sound-recording apparatus, 
they naturally use Ediphones to ) 
ensure the efficiency of their corres- Mf 
pondence departments. 











The Ediphone Voice Writing System ff 
saves one hour of each dictator’s 

time and three hours of every% 
typist’s time every day. Wherever 
there is dictation and typing—in 
large offices or small 
—the Ediphone 
can be used to 
advantage. 


Our book ‘*‘ Now—how about MY 
business?” tells you how the 
Ediphone can be effective in your 
business. Send for acopy to-day. 


THOS. A. EDISON, Ltd., Victoria 
House, Vernon Place, Southampton 
Row, London, W.C.1. [Telephone 


Hol. 9988.) Also at Cromford 
House, Market Street, Manchester. 
and at 245, Corporation Street, 
Birmingham Distributors in all 
leading Cities 





Ediphone 





System 


DAY BY DAY. 







FRONT FEED MODEL 





Remington 
Boon KKEEP ING MACHINE 
DEL- 24 
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THE REMINGTON BOOKKEEPING MACHINE helps 
to strengthen and improve your accounting 


work by providing daily proof of accuracy of 
all postings— keeping each ledger account and 
statement balanced to date, thus eliminating the 
usual rush at the end of each month. All addi- 
tions and subtractions are made mechanically 


instead of mentally. 


The Remington Bookkeeping machine performs 
the following important functions — 
I. Posts customer's Ledger account in full detail. 


No need to take forms to another machine for 
typing in addresses and specifications. 


2. Simultaneously makes entry to customer's 
statement. 





PROOF OF 
ACCURACY OF 
ALL POSTINGS 


Š. Proves daily that all Debit entries have 
been made correctly. 


4. Proves daily that all Credit entries have 
been made correctly. 


5. Furnishes a daily Audit Record for business 
review purposes and Audit control. 


6.. Does all computation and entering with 
machine accuracy, machine neatness and 


machine speed. 


We will gladly give- you a demonstration at 
any time, anywhere, without obligation on 
your part. ‘Phone or write for fully detailed 
information to our head office or to any ot our 
branches, which are in all principal towns. 


REMINGTON 


ACCOUNTING MACHINES 


100 Gracechurch St., London, E.C.3. (Tel. Monument 3333) 











Quarter Century’s 


PROGRESS 


in 


MANAGEMENT 
METHODS anp.. 


BUSINESS EQUIPMENT 


hat, should we say, is to-day 
the most distinctive charac- 
teristic of capable manage- 


ment? Whether in the office, the 
factory, the chain store or the retail 
shop, it is unquestionably sensitive- 
ness and flexibility. 

This characteristic implies the 
ability to utilise all available business 
equipment, not only in the form in 
which it is first presented, but also 
adapted to individual circumstances 
in ways that surprise even the 
producers of the equipment them- 
selves by their diversity. 

The function of business equipment 
has long left the experimental and the 
novelty stage. To-day, management 
instinctively relies upon it to produce 
those results without which it cannot 
function. 

The interesting study of just how 
present-day management method has 
evolved calls for some consideration 
of the equipment that has made. its 
development possible. 


How the Glancing back 
Typewriter over the years, 
has Developed we see the type- 


writer as out- 
standingly the first practical piece 
of office equipment. Even 25 


by C. H. COSTELLO, 
A.C.1.S., A.C.W.A. 








years ago it had 
principal features 
standard to-day. In both appearance 
and performance, however, the 
present-day machine is as different 
from that of 25 years ago as the 
modern light car with its immense 
range and diversity of services is from 
the original “ horseless carriage.” 

To-day there is a machine to suit 
all purposes. Some are completely 
demountable into chassis, keyboard, 
carriage and platen in a matter of 
moments, so that their functioning 
to perfection calls for only ten 
minutes’ attention at weekly intervals. 

These machines also enable the use 
of separate keyboards for writing in 
a number of languages, or for mathe- 
matical work. This obviates the 
former expense of a separate machine 
for each purpose. Carriages are 
available also of different lengths for 
work on sheets of all sizes, also 
saving expense by their interchange- 
ability. . 

Other machines work in almost 
complete silence, so that the operators 


long had the 
which are still 


can be placed where the organisation 
requires, and no longer have to be 
segregated on account of the disturb- 
ing clatter of many machines at work 
together. Yet others facilitate a 
greater output with lessened fatigue 
through electrical operation, whilst 
machines working on the type seg- 
ment principle provide a choice of 
many type faces and a score of 
language characters for advertising 
layout, translation work or sales letter 
campaigns to foreign countries. 

The executive and the salesman, 
too, are equally well catered for by 
the small portable machine with which 
notes, reports and confidential letters 
may be prepared. 

Thus the typewriter stands more 
than ever the servant of management. 
Because of its universal application it 
has introduced an order and efficiency 
into all office operations such as no 
other machine could have done. 


Machines As a 


Developed from 
the Typewriter 


source of 
inspiration for 
other types of 
machines, the 
typewriter has been unique. The 
keys and mechanical linkwork pro- 
vided the basis for adding machines, 
calculating machines, and accounting 
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machines. The type faces suggested 
the addressing and the duplicating 
machine; the ribbon provided the 
means of inking-in duplicating so that 
the whole letter could be made 
facsimile, and so on. All these de- 
velopments have taken place in the 
last half-century and a majority 
within the period under review. 


Billing and Book- 
keeping Machines 
Eliminate Errors 


Typewriters 
were sold for 
billing pur- 
‘ poses as early 
as the late nineties. First, the type- 
writer and the flat-bed writing 
machine designed for writing in 
bound books were equipped with 
adding mechanism so that totals of 
the amounts written could be simul- 
taneously computed. Then followed 
the continuoys lengths of forms, with 
appropriate mechanism to handle 
them, fed so that as one was com- 
pleted the next came into position for 
writing. Multiplying mechanism 
enabled more elaborate calculations 
to be made and recorded, so that the 
whole process of billing could be 
handled by machine. To-day, the 
business man can obtain almost any 
variation of the combined typing- 
calculating mechanism he requires, 
adaptable to the widest range of 
control methods, so that the machine 
may truly be said to fit the system to 
the end of improving its efficiency, 
speed and accuracy without disloca- 
tion of suitable processes. 


The second stage of accounting 
work, book-keeping, is in principle a 


commonplace. Its operation by 
machinery, however, provides not 
only economy—savings from the 
elimination of hand methods and 
unnecessary operations — but the 


assurance of accuracy and perfect 
accounting control, to say nothing of 
making the work easy for the 
personnel. 


The mechanical method enables 
the executive to obtain what was 
impossible by hand methods, namely, 
a constant bird’s-eye view of the 
whole business. 


Every morning, if need be, the 
results of the previous day’s working 
can be placed before him in summary 
form. Conditions of.stock and pur- 





chases and results of sales can be 
kept constantly in view afid be in- 
telligently controlled. Instead of a 
monthly balance of the ledger, 
serving merely as a record of past 
history, daily balances provide a 
constant index to affairs. Such a 
task, by the pen methods used in the 
majority of offices 25 years ago, 
would have been so gigantic that, 
even if carried out, the results would 
have been too late to be of practical 
value. 


Machine 
Accounting 
Introduces Flexibility 


25 years ago 
the firm that 
boasted a 
costing system 
of even the most sketchy character 
was indeed abreast of progress. To- 
day, cost, budgetting and operating 
control are elementary features of any 
progressive business. 


When this marked interest in 
costing, budgetting and operating 
control began to produce results in 
the form of a flood of light upon 
defects in existing methods it was 
natural that the demand immediately 
sprang up for some high-speed 
mechanical system not only to 
produce the results economically but 
with a sufficient degree of speed to 
enable them to be acted upon with the 
best results. The punched card 
system, originally invented to cope 
with the analysis of the census 
returns of 1910, soon found its niche 
in the commercial world. Business 
men were quick to realise not only 
its labour-saving possibilities but the 
extreme flexibility of the equipment. 
Equally important, it removed the 
possibility of ‘ human error."’ 


To-day, we have a system based 
upon the operations of key-punch, 
sorter and tabulator working at 
speeds of thousands an hour, capable 
of coping with the most elaborate 
statistics in a manner which for speed 
and accuracy would have left the last 
generation standing. Moreover, the 
latest development of a simplified and 
less expensive battery of these 
machines by a leading manufacturer 
brings machine accounting within the 
reach of the most modest organisa- 
tions, so that it may now be said to 
have universal application. 
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Dictating Shorthand has 
Machines and proved a great 
what they Save help in enabling 

the executive 


to achieve the volume of written work 
without fatigue, but with the modern 
tendency towards large scale or- 
ganisation some device of even 
greater service was required. This 
has been provided in the dictating 
machine, a device which, available at 
all times, eliminates the need for the 
second person to take dictation, and 
is impervious to interruption. 

In an average business it is 
estimated that stenographic cost may 
be cut by as much as 50 per cent., 
the production of the dictator in- 
creased by 30 per cent., dictating time 
reduced by 50 per cent. and the whole 
cost of the equipment covered in from 
3 to 6 months. To these facilities 
must be added the ability to record all 
instructions, plans, ideas and conver- 
sations on the instant they occur. 


Inter-communication Close knit 
which control of all 
Improves Control departments of 


ever expanding 
business organisation has called for 
devices to supersede the office boy 
and verbal message, methods in 
vogue a quarter of a century ago... 

The development of the various 
communicating systems has pro- 
ceeded apace since 1876, when Bell’s 
telephone patent was granted. It 
was not until the first years of the 
present century, however, that auto- 
matic switchboards operating with- 
out human intervention were de- 
veloped and enabled to be evolved the 
elaborate but comparatively in- 
expensive systems now a common- 
place in the progressive office. 

The development of the credit 
system in retail stores demanded also 
a speedy method of ascertaining the 
credit standing of any individual cus- 
tomer, and in 1904, the electric 
“ O.K.” authorising system was 
first produced. The pneumatic tube 
system, for transportation of papers 
and goods was, of course, already 
known. . 

Present-day inter-communicating 
devices are designed for one of two 
general purposes—first, direct com- 
munication between individuals, and 
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second, the conveyance of papers, 
money or goods by mechanical 
means, 

For the former, we have a choice 
of several. Private automatic or 
manually operated exchange tele- 
phones are used internally to connect 
various executives and departments. 
They give close co-operation, save 
time, increase accuracy because of 
ease of checking up on data and, 
most important, consolidate control. 

For the purpose of locating 
important persons when they are 
away from their desks, we have 
electric paging systems, indicating 
throughout all departments by signal 
codes the identity of the person 


required. 
Where written messages are 
essential or convenient, the tele- 


printing machine records by auto- 
matic typing messages typed at a 
distance, often of hundreds of miles, 
and serve to keep factory and office 
or head office and branches in con- 
stant recorded communication, again 
with increased co-operation and 
enhanced control. 

In retail stores, the authorising 
credit system using the credit tele- 
phone, handwriting transmitter or 
mechanical conveyor safeguard 
against unscrupulous customers. 

For the conveyance of papers, 
goods or money we have cable 
carriers, belt conveyors, pneumatic 
tubes, and wire-line carriers, all pro- 
viding management with methods of 
speeding up business. 


The Scope 
of Duplicating 
and Printing 
Machines. 


The forerunner 
of the present- 
day stencil 
machine ap- 
peared in 1887, 
and this method of duplicating may 
therefore be cited as a contemporary 
of the typewriter in development. A 
machine using type set on a segment 
and a typewriter ribbon first appeared 
in 1902, and in 1907, exactly 25 
years ago, appeared the combined 
duplicating and printing machine 
which printed from type, using either 
printers’ ink or a ribbon. 

Improvements in the stencil type 
reliable flat-bed 
machine for short runs, and an 
electrically-operated type giving the 


high speed of 3,000 to 4,000 copies 
an hour and with a wide range of 
reproduction possibilities resulting 
from perfected inking methods and 
vastly improved stencils. 

The machine using type and 
printers’ ink or ribbon has evolved in 
two directions. First, it has adopted 
modified suction feed, and multiple 
roller inking from the full-size 
printing press, giving us finally a 
machine capable of producing printed 
matter up to 13X17 inches in size and 
with an output speed of about 
10,000 an hour; and secondly, it has 
utilised the embossed strip of 
addressing machine practice to print, 
through a ribbon, full-length indi- 
vidually addressed letters. Modifica- 
tions and combinations of these two 
methods cover every possible printing 
need in office and factory. 

Still more recent introductions 
include a simplified form of offset 
lithographic press which represents 
the most advanced printing method 
known. The basis of this machine is 
a flexible paper-like metal sheet which 
can be sensitized photographically for 
the reproduction of line and half-tone 
illustration and type-set matter, or for 
straightforward typing duplication at 
will. It may well lay claim to cover 
the whole field of printing outside 
that of the professional in a most 
economical fashion, and with a 
process so simple that non-technical 
labour is entirely adequate. 


Addressing Present -da y 
Machines methods of 
Revolutionised addressing 


utilise in prin- 
ciple six inven- 
tions ranging in date from 1870 to 
1907. These inventions covered the 
embossed plates and parchment 
stencils as the medium for recording 
such as are featured in advanced 
form on the leading. machines now on 
the market. 

During the period under review, 
the addressing machine has been 
improved upon not only in regard to 
its primary function of addressing but 
especially in respect of special attach- 
ments to give it flexibility and a wide 
scope in the production of all repeti- 
tion listing work. These include 
automatic selection of plates, cut-off 
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to screen such information as it 
not desired to print, automatic 
ejection of the completed e velope or 
other item, listing devices for speedy 


is 


and accurate preparation of routine 
lists such as wages sheets, dividend 
lists, etc., repeating and skipping 
mechanism, and automatic feed and 
stacking for envelopes, and even a 


recording and filing combination. 

Originally invented for use in news- 
paper offices, the machine received 
early recognition by commercial firms 
until to-day, owing largely to the 
growth of direct-mail advertising as 
the most potent of marketing and 
mass-selling methods, it has gradu- 
ated from a mere means of cutting 
down routine labour into one of the 
most valuable methods of increasing 
sales by backing up salesmen between 
calls, maintaining dealer contacts 
and selling directly to consumer. 

It has enabled management to pare 
overheads to a minimum for this par- 
ticular class of routine work, whilst 
securing at the same time freedom 
from errors arising from the human 
element and the smoothing out of 
rush periods. By carrying out 
repetition listing work from 10 to 50 
times faster than it can otherwise be 
done, it brings this phase of business 
into line with the speeding up in other 
directions and provides management 
with a remarkably flexible marketing 
aid. 


Mail-Room 
Equipment 


In no field of office 
practice has there 
been more scope 
for the elimination of drudgery and 
the introduction of speed and 
efficiency than in the handling of 
incoming and outgoing mail. 

A 50 per cent. increase in letter 
mail took place in the five years 
1918-1923, and it is safe to assume at 
least a further 100 per eent. increase 
in the last decade. This growth is 
attributable to the typewriter, 
development of direct-mail, and to a 
perfected postal system. The demand 
thus created has been met by dupli- 
cating machines for the preparation 
of letters, folding machines to get the 
matter ready for despatch and 
addressing mmchines to eliminate 
errors and for speeding up. 

There are now (Continued on page 44) 





By Organising 
INTER - BRANCH CORRESPONDENCE 





The £100 saving represents economy 
in postages alone. Even greater was 
the saving in stationery, time and 
worry brought about by the introduc- 
tion of this simple plan, which can be 
used by any business house which has a 
number of branch offices or agencies 


hen I took over the office 
managership of my present 
firm the point which caused 


me most surprise was the lack of 
method in dealing with branch corre- 
spondence. 

The firm has ten branches in 
London and twenty-six in various 
. parts of the provinces. The corre- 
spondence between branches and 
head office is fairly heavy, yet there 
was no proper system for preserving 
or recording inter-branch communi- 
cation. The head of a department, 
for instance, would receive a memo 
from a City branch. He would note 
what it said and perhaps scrap it 
right away, or put it aside where it 
eventually got lost. Soon after I 
came the sales department nearly 
lost a very valuable order because 
some technical particulars sent in on 
a memo by one of the branches could 
not be found. 

At once I took the matter in hand 
and organised this correspondence so 
that the possibility of loss or error 
would be reduced to a minimum. 


Investigation soon showed that 
inter-branch letters were more or less 
of a similar nature and were written 
and received by a limited number of 
individuals. This being the case no 
very elaborate stationery was 
required, though it se@med advisable 
to introduce a standard form of inter- 
branch letter-head showing the name 


WE SAVED 
100 A YEAR 


by A. J. FRANKS 


of the department in which it is used 
and the name and branch of the 
departmental manager, instead of the 
firm’s ordinary letter-head as had 
been used previously. 

The new form which I introduced 
allows for the filling in of the date, 
the subject of the letter, the office and 
person to whom it is sent, the date 
of the letter it answers, and the 
dictator’s and typist’s initials. This 
form is printed on strong, but very 
light paper, thus enabling a large 
number of them to be sent through 
the post at ordinary letter rate. 

Full instructions were issued to all 
possible users with the distributing of 
the first batch of forms. It was 
pointed out how essential it was for 
the heading of the form to be filled in 
in full, so that the distribution of 
correspondence upon its arrival and 
its subsequent filing should be 
facilitated in every way. 

In the ordinary course of events all 
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inter-branch correspondence is of an 
impersonal nature, regardless of the 
actual writers, and is considered as 
going from one branch to another 
branch. On the arrival of a batch 
of correspondence, it is opened ‘by 
the manager of the receiving branch 
and distributed to the proper 
individuals and departments. When, 
as sometimes happens, it is necessary 
to send a letter personally to an 
individual at another branch it is 
enclosed in a special envelope with 
the name of the person for whom it 
is intended in the lower left-hand 
corner. 


As a rule, inter-branch corre- 
spondence is sent out once a day. In 
each branch the post-clerk collects all 
branch and departmental corre- 
spondence, sorts it according to 
destination, and places it in the 
various envelopes. One large en- 
velope is usually enough for each 
branch. It is this part of the scheme 
which is actually saving money, as 
one envelope has in many cases taken 
the place of half a dozen, or even 
more, previously sent by different 
departments of one branch to another 
branch. At a conservative estimate 
the saving in postage will be very 
nearly £100 at the end of twelve 
months, while the time and worry 
which has been saved by a little 
method is worth far more than that 
sum. 
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BUYING ROUTINE 


By M. HAILSTONE 


ere is a case of buying vested in 
Hever part-time buyers, whose 

strength lay in their technical 
knowledge of various commodities and 
where to get them, but whose clerical 
prowess and office equipment scarcely 
reached the same standard of excellence. 
Each buyer had a duplicate order book, 
and when a requisition was sent to 
him, he wrote out the order, keeping the 
numbered counterfoil in his book. 


Goods were entered on a receiving 
note in duplicate, as they were unpacked 
and inspected, and, when the invoice 
came in, it was sent to the buyer 
concerned to “ O.K.” so the counting 
house could credit the supplier’s account. 


Thus there was the requisition from 
the stock record keeper, the order for 
the supplier, in duplicate, and the 
receiving note and carbon duplicate— 
most of the writing being done three 
times over—by stock record keeper, 
buyer and unpacker. 


If anyone wanted to know something 
about an order he had to hunt for the 
right buyer, wait until he was free, and 
enquire, If the buyer, a very busy 
person, recalled the incident, he might 
reply from memory, otherwise he had to 
go and turn up his order book to see 
how things stood. 


This buying routine was unsatisfac- 
tory, so it was decided to remodel it, as 
our sales routine had been lately re-cast. 


Buying and selling are similar. 
Instead of the customer*s order, we have 
the requisition, instead of the official 
order, we have the purchase order, and 
instead of the charge note we have the 
receive note, 


Under this new plan the buyers 
continued to buy as before, but the 
clerical routine was modified so that they 
did less clerking. 


A junior clerk was given control of 
purchase records, fitted with filing and 
numbering equipment, and centralised 
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in a small office near the goods receiving 
station and one of the buyers. 


New forms were filed in racks, handy 
to the addressing machine, for which 
plates of all vendor accounts had been 
cut—as for sales accounts. 


One form struck a line of its own. 
It was double faced: on one side it was 
a requisition note, on the reverse a 
receive slip. It was made up in pad 
form, serially numbered, together with 
a code, representing the sub-division of 
the firm, to key up with the account in 
the private ledger. For instance, all 
requisitions for the canteen were printed 
“ can 84°’ in front of the serial number. 


Thus the form itself indicated its 
origin and the final destination of the 
goods without the need for handwriting. 


Now, what is the routine with this 
two-sided requisition note? 


It goes to the buyer concerned, who 
only adds such particulars as name ot 
supplier and price. Next the purchase 
office, which adds the account number, 
inserts ticket or label with requisition 
in a folder, and places in carrier for 
transmission to the billing office, where 
addressing plate is selected by the 
account number, and label and the back 
of the requisition note are stamped with 
the vendor’s name, address and account 
number. These are passed, in a folder, 
to a typist. 


The typist transcribes what remains 
of the body of the order on a single 
form, through a hectographic ribbon; 
and, from this single copy, the other 
forms, including reverse side of original 
requisition note, are duplicated and 
returned to the folder, placed in the rack 
of a mechanical conveyor and sent back 
to the purchase office. 


Here, all forms (Continued on page 41) 





Buyers had to write out all orders, 
keep track of the copies, pass in- 
voices, check deliveries and generally 
supply to anyone who wanted it all 
information about the transactions, 
They spent a third of their time 
clerking. This plan relieved them 
of this responsibility and made buying 
routine much more speedy and accurate 
and the records more readily accessible 





a business force 
for 25 years 
and more 


Many of the most efficient commercial 
undertakings owe not a little of their success 
to the wise and consistent use of Roneo 
Office Appliances. The Roneo Duplicator 
and the Roneotype, used in conjunction 
with the Roneo Addressing Machine, have 
put large and small businesses in contact 
with an ever-widening circle of prospects 
and customers, cutting printing costs in 
half and eliminating delays. Roneo Flexa 
Filing Systems have made the filing and 
finding of papers a simple and almost 
infallible process, while Roneodex Visible 
Card Records keep essential facts of business 
progress available at sight. Roneo Steel 
Furniture, Cabinets, Desks, Cupboards, 
Shelving, Lockers, etc., constitute an 
equipment that lasts a business lifetime 
and safeguards against loss by fire. The 
entire business machine runs more smoothly 
and profitably with Roneo efficiency as a 
component. 


RONEO LTD., RONEO BUILDING 
5-11, HOLBORN, LONDON, Ẹ.C.1 "ëe r ‘stslogwe #13 
COE oc H H oo 





Control and check time 
with a “NATIONAL” Master 
Electric Clock & Time Recorder 


Manufacturers of TIME STAMPS, 
RADIAL, AUTOGRAPH & COSTING 
RECORDERS, also ELECTRIC DIALS 


British Manufacturers and Patentees 


NATIONAL TIME RECORDER Co., Ltd. 
227-228 Blackfriars Road . S.E. 1 


Telephone : Hop. 6641-2 Telegraphic : Natrecord, London 











RELIANCE] FRE 


LOUDSPEAKING 
AUTOMATIC 
TELEPHONES 





would it be of advantage to 
you to be able to— 


1—Have both hands free 
_ while telephoning ? 


2—Hear the replies aloud ? 
3—Have absolute privacy ? 


4—Have full automatic 
` inter-communication ? 


These are but a few of the many 
advantages derived from using 
-the RELIANCE LoupsPEAKING 
AUTOMATIC TELEPHONE SYSTEM 
which requires no multiple cable. 


Available for installations from 
5 to 500 Lines or more and can 
be supplied on SALE OR RENTAL 


as desired. 


If you are not using any private 
installation, or if your present 

stem is not giving full satisfac- 
tion, WRITE for free demonstration 
or Illustrated Folder No. 6349. 


THE RELIANCE 
TELEPHONE C°: L™: 


Head Office : 

Goscuen Buitpincs, 12-13 Henrietta 
Street, London, W.C.2 
Telephone: Temple Bar 1011 (P.B.X.) 
Branches ai MANCHESTER & BIRMINGHAM. 


A subsidiary company of. 
Tur GENERAL ELECTIIC Company, LIMITED. 
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By ROBERT R. UPDEGRAFF 


Sales Jumped 333% 
By Imagination 

A woman in a jewellery shop has 
learned a simple way of increasing many 
of her sales, based on her knowledge of 
people and their habits. Customers who 
purchase silver knives, forks and spoons 
for wedding gifts, or for their own use, 
almost invariably order them in the 
conventional unit of a half-dozen. 


This saleswoman always calls atten- 
tion to the fact that people use their 
‘best ’’ silver when entertaining, and 
that dinners and luncheons are almost 
always given for parties of eight rather 
than six. Customers are quick to appre- 
ciate this, and more often than not 
increase their table silver order to eight 
units of everything. A clever way of 
increasing sales by one-third, But so 
obvious. Just a matter of brushing 
aside a convention that has outlived its 
usefulness. 


How many other businesses could 
increase sales by applying this same 


principle? 
gra 


Not by Pounds 
Alone 


Labour turnover is admittedly not the 
problem now that it is in more normal 
times, but at the same time business 
heads should be aware that dissatisfac- 
tion in the ranks is still one of the most 
expensive wastes in business. And it is 
one of the least expensive to remedy. 


A friend of mine always makes it a 

oint to give credit for a piece of work 
well done, and to do this at once. The 
result is that his employees are the more 
eager to win his approval again. 

This man knows that there are other 
incentives than the weekly pay check, 
and by utilising them has built an 
organisation with a high moralė and a 
low turnover in labour. His system 
pays, both in pounds and in personal 
satisfaction. 

“> 


A Worth-While 
Stimulant 


It is stimulating to visit an unfamiliar 
city. I recommend it to every business 
man as a periodical tonic. He will 
suddenly see people as people, not as 
familiar faces or types to which he has 
already built up personel reactions. 

He will find himself mentally more 


alert as he walks down a strange street. 
Here a new type of architecture that had 
escaped his less attentive gaze at home. 
There a new type of shop, or a window 
display that he never would have 
paused to observe in his more routine 
life at home. And somewhere he will 
see something that applies directly to his 
own business, or to some problem 
connected with it. 


I don’t care what a man’s business 
may be—whether he produces bookends 
or blankets, whether he sells to the 
individual or to the trade, whether he 
deals in abstract services or high 
finance—he will find that new ideas 
often come to him in new surroundings. 

If a trip to the Continent is out of 
the question this year, try motoring to 
some near-by but unfamiliar city, and 
let your mind react to the stimulation 
of an unfamiliar environment. 


D. 


Depression 
Progress 


My attention has just been called to a 
letter sent out by one of the most 
prominent business organisations in the 
United States. Written to some 5,000 
business heads, it invites an exchange of 
news of the progress that has been made 
since 1929, leading off with a list of 
several important developments of its 
own during this period. 

To me the idea of such a statesman- 
like letter is stimulating, but even more 
impressive is the report of . the 
enthusiastic response it has received. 
Literally hundreds of company heads 
dictated replies which outlined their 
own progress, whether it took the form 
of new products; new economies, or 
improved processes. With the emphasis 
thus suddenly removed from the over- 
advertised depression, it was found that 
business men have been making use of 
the dull times to revise and improve 
their products to an extent that was 
wholly unrealised. 


There is prodigious waste in depres- 
sion as in war, but on the positive side 
it must be recognised that such abnormal 
conditions are tremendously effective in 
spurring that sort of change that we 
know as material progress. It may be 
that business is paying now for the 
extravagances of the past, but it is well 
to recognise that at the same time it is 
laying a foundation for a more sane 
industrial situation in the future. 
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Here is a steel cabinet in which, by means of special 
steel clips on a telescopic grid, plans, blue-prints, 
drawings, etc., may be filed without damage, while 
at the same time being always instantly accessible. 
Those who have had experience of seeking a par- 
ticular sheet filed flat in drawers or, worse still, 
done up in rolls, will appreciate this new method 





This is something suitable for the New Year; a high-grade blotter with 
reference diary always to hand. This is a type designed for the modern 
executive's desk. Overall measurements are 17 by 11 inches. Note p.m. 
than the usual style watch is equally effective. It is an 


the shaped corners, which are more effective 





By means of this office colour printing set any 
coloured design can be reproduced by an 
* amateur.” The necessary design is traced on 
a silk screen (using a separate screen for each 
colour) and squeegeed on to the paper in the 
manner shown. In addition to coloured designs 
the process is equally effective in reproducing 
sales letters or any typed matter. Note the 
convenient portability of the set when closed 
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APPOINT MENTS 


Whether you are forgetful or not it , 
have an independent and positive reminder of ay 
ments. You cannot ignc.. the bel 
appointments watch, which rings at wha 
set the third hand, shown hefe adjusted 
Used on the desk or carried 
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For BUSINESS 
ASSURANCES 


Partnership, 
Capital Redemp- 
tion, Annuity and 

all Ordinary Life 
and Endowment 
Policies 


Consult 


THE BRITANNIC 
Funds £21,000,000 


Fire, Accident, 
Motor, Plate Glass 
& General Insurance 


Business Transacted 


BRITANNIC 


ASSURANCE Co., Ltd. 
Chief Offices Broad Street Corner 
BIRMINGHAM 








| MANIFOLD 
BOOK-KEEPING SYSTEM 
CHANGES THIS 






TO THIS 


THUS, by the TAYLORIX SERVICE, you 
save two-thirds your accounting costs 
WITHOUT ANY OUTLAY FOR EXPEN- 
SIVE APPLIANCES. 


CLIP THIS ADVERTISEMENT ... . 
pin it to your fetter-head, and full details 
will be immediately sent .. . .. entirely 
without obligation. 


F. L. R. KLOSE, 
TAYLORIX MANIFOLD BOOK-KEEPING SYSTEM, 
165-167, Moorgate London, E.C.2 


THIS GROUP LIFE PLAN 
COSTS OUR FIRM NOTHING 


(Continued from page 16) 






senior employees were so interested in 
the plan that they contributed to an 
alternative scheme, ‘This consists of an 
adaptation of the new ‘' Income" 
insurance principle. 

The following advantages are secured 
in return for moderate monthly instal- 
ments :— 

1. If an employee dies within twenty 

years : 

(a) A cash sum of £250 becomes 
payable to cover immediate 
needs. 

(b) An income of £150 per annum 
also becomes payable, and is 
guaranteed to the employee's 
dependents for the remainder 
of the twenty years; and 

(c) At the end of the twenty years 
another cash sum of £750 
becomes payable. 

2. If he survives the twenty years the 

sum of £1,000 is payable at death 
or on his attaining age 65. 


These schemes have now been running 
for some time and we are agreed that 
our company reaps definite advantages 
in an improved morale and work 
amongst the staff. 


What is equally important from our 
point of view, also, is the removal of 
the need for the company to assume any 
responsibility on compassionate grounds 
should an employee meet with mis- 
fortune. 


oo 


THIS SIMPLEST OF PLANS 
RAISED OUTPUT 34 PER CENT. 


n packing mixed sweets twenty-seven 
different varieties had to be placed in 
paper cases and packed in single-layer 
boxes in an artistic manner, and in such 
a way that two sweets of the same 
colour did not come next to each other. 


It was noticed that the varieties of 
sweets were very roughly divided 
amongst the trays, that colours of the 
same variety were mixed haphazard, 
and that some trays were out of sight 
on the top shelf, or beyond easy reach, 
The packer had to make constant efforts 
of memory to avoid including the same 
sweet twice, and also had to make 
frequent efforts of choice in the matter 
of colours so as to “* harmonise ’’ the 
box in an attractive manner. 


The introduction of a standard plan 
box (i.e., the same sweet regularly 
placed in the same spot) made possible 
the systematic arrangement of sweets 
so that the worker could pick them up 
regularly from the adjoining supply 
tray, working along the shelves from 
left to right. 


The introduction of this very simple 
improvement raised the speed of work 
by 20 per cent. Furthermore, when the 
bench itself was slightly rearranged so 
as to reduce the distance the girls had 
to stretch to pick up the sweets, the 
speed rose still further to 34 per cent. 
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ere tuned 





The service rendered by the 
House of Nickeloid is tuned up 
to the requirements of modern- 
day advertisers and their agents. 
A complete reproduction service 
all under one roof—photography, 
art work and speedy type-setting 
at very reasonable prices, good 
process-engraving in line, tone 
or colour, electrotyping and 
stereotyping. Free delivery of 
stereos direct to publications is 
arranged if desired. Why not 
get to know more of it by 
having a representative come to 
see you? It would probably 
result in a case of mutual 
satisfaction. The telephone 
number is Central 9791. 





WRITE FOR 
“NICKELOID NEWS” 


NICKELOID 


ELECTROTYPE COMPANY LIMITED 
PRINTER STREET, LONDON, E.C.4 
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YOUR. PACKAGE SELL 
THE GOODS? 


(Continued from page 22) 


concrete evidence for those manufac- 


turers who are still sceptical or who still 
think that talk about the value of 
package or a label design is all ‘hot air.” 


How does your business, as repre- 
sented by the presentation of your 
goods, appear to the public? | Now is 
the time to check up. 


The Purely Constructional Problems 
of the Package are Important 


But this checking up, if it is to be of 
value, must be undertaken’ with 
thoroughness. It is essentially a matter 
in which expert guidance must be 
sought, for the subject of the package 
possess two distinct problems. First 
there are the constructional problems 
such as suitability of the package 
materials to the contents, ease in 
handling and shipping, size, shape and 
cost. It is.safe to say that no manu- 
facturer is himself capable of deciding 


these factors any more than he is 
capable of planning a new works or 


showroom. ‘Then there are the sales 


¿value and display problems. 


In this latter there are 24 prime 


factors to consider. They are known as 


the Ullman list. Perusal of them will 
show the vital considerations which must 
be given to the package if the utmost 
selling value is to be got out of it. 


Here again it is a matter for con- 
sultation with experts, as few, if any, 
manufacturers can possibly have 
sufficient knowledge and experience of 
any of the 24 points to be able to decide 
intelligently and profitably upon them. 


Shall Necessary Changes be Made 
Gradually or Suddenly ? 


There will, of course, always be 
controversy among manufacturers, par- 
ticularly among old-established manu- 
facturers, as to whether any changes of 
a package, once it is decided to make 
them, shall be gradual or immediate and 
dynamic. Shall they be carried out in 
such a way that the ultimate buyer is not 
directly conscious of them, or shall they 
burst upon him in entirely new guise. 


It is not possible to make any hard 
and fast ruling on this matter. It is 
one of the points which must be 
debated whilst taking inf} fullest con- 
sideration all the individual circum- 
stances of the case. 


It is, however, safe to say that the 
majority of manufacturers do err on 
the side of attaching too much 
importance to the alleged prestige value 
of an old-fashioned package. It is true 
that a familiar package has indeed a 
certain value by reason of its familiarity, 
but it is also a fact that a change in the 
design of that package is not by any 


_means going to upset the equanimity of 
the buying public. 





All the manufacturer has to do is to 


< ensure that his product in its new guise 
“js brought to the attention of ‘the | 














-loaded ‘into. aes 
of tiair Moth ‘planes ar 
Somerdale, for tranvhip- 
ment at. Croydon by 
< Tmar Aarwaye . liner 
to the: Rast. | 


Modern transport calls for modern packing. The utmost lightness, — 
the minimum of space, with the greatest efficiency—these | require. 
ments are fulfilled by “FIBERITE” Packing. Hence. ics adopt pp 
for Air transport. The same advantages, however, have made => 
“FIBERITE” Packing supreme for all modes of transit, l 


Manufacturers interested in more economic, efficient packing 
should write for Free Brochure—“ Modern Packing "the bre 
the “FIBERITE ” system and service. 


“FIBE 


THAMES BOARD MILLS LIM 











Manufacturers : 









= | work in leading industries of 
~ | America and: Europe we- have 
| developed methods adapted to the 

_ special needs and problems of each 








| client, co-ordinating the knowledge ` 






that is in each plant to secure a 
| free flow of work, reduce costs 
<> and release capital. 






a The technique which has grown out 
| ofthis wide and varied experience 
-į has been described in many pub- 
| lished articles which we place at 
| the service of executives, knowing 
that an understanding of its prin- 
ciples must precede acceptance of 
management that is scientific. 












‘e will be glad to reply to any 
jiries from our Paris office. 









and Company 


PARIS 


GRAYBAR BUILOING 








| A modern 





IO improvement in 
{| mechanical addressing methods 
f combined with an up-to-date 
i fil ling and recording system. 















| iTw MA oe 

— | INCREASE YOUR SALES 
REDUCE YOUR COSTS & 

ENSURE 100%, ACCURACY 


= _Seoatons your whole organisation. 


IGH HOLBORN, wes 





During twelve: years of eonisulehig 








l Fagan regnes 





ADDRESSALL | 
ACHINE COMPANY | a 
|| 24. ADVERTISIN: 


ERY i Baer ang aere. BP 


ee i wider ma old. 


| It is a fallacy to imagine that any Call in the # 
substantial number of old customers will result which” 
be temporarily lost until such time as far exceed 






Py as. you woul 
the product itself, | 
| t so that you get a 
ncreased business, will oe 
we cost involved. aes ae 






=i the -redesignin 














IS YOUR PACKAGE THE BEST 


POSSIBLE ASSET IN TO-DAY’S MARKET CONDITIONS? 


CHECK 


13. 


16. 


i7. 


IT AGAINST THESE 24 POINTS 


CLASS OF PROSPECTS: What kind of people is the package intended to reach? n 





CLASS OF OUTLETS: What shops will sell the product ? 
PRIMARY APPEAL : Is it luxury, novelty, economy, utility? 
PURPOSES : Just what is the package intended to do? 
















HARMONY WITH THE PRODUCT: Will the package be as a: as a die. 
product and expressive of it? 


FAMILY RESEMBLANCE: How dai and in what manner should the ane 
packege: of a line of products tie toge 


SHAPE : What is the best shape to fit prospect's tastes as well as dealer's 
SIZE : Ease of handling, in shop and home ; competitive practices, ete 


COLOUR : Is the colour scheme attention-getting, pleasing and appropriate 
produ 


i 


COPY : Should indicate nature and use of the product; past that, the amount 
copy should be paca to amini 


ILLUSTRATION : Should a picture be shown? What kind A 


TYPOGRAPHY : is the lettering as legible as it could be? k w t individual 
Sisley 


TRADE MARK: How and where shail it be used? Can present mark be improv 


USE IN ADVERTISING : Will the package look well in the advertising t: Especially 
if it must be reproduced in single colour T 


USE IN WINDOWS : How will it look in the retailer's window ?. 


r 
w E 
a 
Ben ES 


USE ON COUNTERS AND SHELVES: Will it be seen clearly from a distanet 
Will it stand out and have a sales * punch’ : Oa 


PATENTED OR NOVELTY FEATURES : The non-losable top for shaving cream = 
tubes, opening devices, etc. ; -o EA, 


PERMANENCE: Will the package be good and Jaa aen years fa trom be sont oe oe 2 


COMBINATION PACKAGE: Can, and should it be made to sell ina setin 
combination with other products of the line? 2 ne 










PACKAGE INSERT: Is one desirable and practical ? | 


INNER AND OUTER PACK OR CARTON: !s there the proper relation one w 
the other as regards both dealer and consumer } 


COMPARISON WITH COMPETING PACKAGES : “Does the. desigr 




















a are aR over and 
OK'd. by stamping blue purchase 
number, of which the first digit 





corresponds with that. of the requisition. 
Since “ double face” is. really two 
forms, it. gets an impression on each 
side. Forms are then distributed: one 
to the buyer, official order and label (in 

_ window envelope) to post for vendor, 
postage copy for counting house, advice_ 
of placing order to stock record keeper ; 
—. . oshe files the follow-up copy by date 
receivable, another copy in vendor 
“folder, by account number, and a third 
rn copy,” or copies, according to the com- 
- modil y: or roo nodines covered by the 
























e i tas ae a en additions 
ad of writing out the whole thing 
: ‘purchase office has edited, 
1achine stamped the stereo. 
ddress and code, a typist 
yped t je gemainder of the order on 
gle sheet which a junior has dupli- 
‘ed on to the remaining forms, and all 
have been stamped with a prominent 
number common to all papers relating 
to that particular order, including the 
label or tag. 


> Thus the buyer has done much less 
clerical work; whilst still retaining his 
technical ‘control and the office has 
ssumed additional clerking, with the 
result that a clear typewritten order, 
instead of a pencil scrawl, goes to the 
supplier. Everybody concerned is auto- 
tically advised at once, together with 
ice and detail control under 
mmodity and date of delivery 
ected, centralised in one convenient 
s against a single record, in the 
» haphazard sequence of writing 
e order book, to be found in one 
f the buyer's desks, ór pockets. 


= THE NEW SITUATION 
: — DEMAN DS . . . . 


(Continued from page 9) 








-into employment may earn three times 
zas- much as he would get on a sub- 
- sistence allowance. By putting that 
man into work, you are providing the 
-necessary purchasing power for 
-increased sales. 
Where is the purchasing power 
available? It is still to be found 
among the middle and lower middle 
asses, particularly -among those 
in. Government, civil. service, 
professional and salaried positions 
rally. ‘These people are now 
g salaries and w nee of i a par 








POSTER STAMPS 


























Chester -fi eld 


extend to you a cordial invitation to 
visit Stand B.44 at the British In- 
dustries Fair, Olympia, February 
20th to March 4th, 1933, where 
-there will be exhibited a collection 
of over three hundred inal 
and modern designs suitable for 


Cardboard Boxes of all ginds 
This display will include dem ms by. 
MEMBERS OF THE 
ROYAL ACADEMY 
and other eminent Artists and will 
afford a unique opportunity for all 
those who are interested in the 


problems of applying Modern Art 
to the Packages in 































which the 
Commodities of to-day are sold 


































FOR POWERFUL 
PUBLICITY 










‘APPOINTMENTS | 
SERVICE 


a Trained and experienced secretaries 
-~ always available 

















assistants, fully trained in modern secretarial 
eo practice, should communicate with the 
oo _ Appointments Department of Kensington College. 


The College has a 45-years: reputation for meeting 
sxactly the employer's individual needs. It has 
upplied secretaries and shorthand typists to lead- 
ing banks, commercial firms, institutions, hospitals, 
tc. throughout the country and abroad. 


Every candidate holds the College Diploma, which 
< calls for a high standard of proficiency in shorthand, 
= typewriting, book-keeping, and other secretarial 
. duties, and has had a minimum of two months’ 
< rigorous experience in an actual office. Many speak - 
at least one foreign language fluently. 


— : a B sitan executives seeking reliable lady 





Please write, stating g your requirements, or ‘phone 
‘PADDINGTON 


N SI NGTO N COLLEGE 









Telephone : 
1 *P ADDINGTON 09046 

































164 page BOOK 
ON OFFICE WORK 


Explains systems for Office, Stores 
and Factory, and illustrates numer- 
ous forms used in business. 


Chock -~ full of labour - saving 
suggestions. 





lanl teste cone serp 
3 vate papers an 
ene iss ree a Fire and 

hi esisting 
Steel Sale. For £5.10 
¢ deliver to your address 
ywhere in the U.K. a 
| Solid Steel Safe, 24 in. x 
16 im x 15 in. outside, 
complete with Cash 
Drawer and 2 Keys. 
woes 1} cwt. Fire- 
resistin Chambers are 

in. thick. AU Brass 
Pf Fittings. 

Catalogue on application, itustrating 
A other sizes of Safes, Steel Cupboards, . 
i Cabinets, Cash and Deed Boxes. 


A. P. JORDAN & CO. 

ip DEPT. +a B ae j 

Dra ton Street. Works, Wolverhampton 
_EONDON : 40 $ 40/42, Oxford Street, W. r 
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Write for it now.. hee 


; It R be oe business: for them oe 





| apart from giving all the employme: 


$ 


key up his retail outlets. To do this 
he must revise and select even more 
carefully than ever before. The =- 


to buy freely of British goods at the 
present time. When they have paid- 
their current expenses, they do a 
better national service by spending” 
than by saving. Clearly, they are 
not investing in industry, as the 


continual rise in Post Office Savings a 


and War Savings Certificate pur- 
chases proves. 


If the housewife buys another 
dress, if the husband buys another 
suit, taking care that they are made 
of British materials, made-up by... 
British workmen, with silks, linings - 
and details manufactured here, they 
are giving the maximum possible- 
employment. Incidentally, they are... 
thereby doing the utmost porin Di 
service to the country. 


Is it realised that we must hav 
additional employment—and quickly’ 
How else are we to get additional 
spending power at honfe to make up 
for the loss of sales which we must 
continue to suffer abroad? Apparent 
it is not. I wish the Govern 
would bring the situation n aar i 
middle classes. a 


What can the business E 


he can? In the first place he must 


retailer who is able to show the 


public the best value for money (not... 


bankrupt stock) and who is content _ 
to work on a fair return, is stil 
getting the business. Those whe 
don't will go into the discard. 


It is not impossible to increase the 
effort made by the retailer, even in 
these hard times. We use chiefly 
speciality salesmen for this purpose. 
Their business is not merely to 
“sell ” the retailer, but to teach the 
retailer to increase his profit by 
reducing his losses. A sale is made 
to-day only when the retailer can 
prove that the scrapping of an old 
model, although it entails the 
spending of money on a new one, will 
result in greater saving and a good 
dividend on the outlay. 


Of course, the salesman himself 
gets stale, like everybody else, Con- 
ferences will put pep into men; but 
they should never be held too often; 


| [Even more useful are short refresher F ae 
4] d courses. Best of all is a new | 

*|jcourse of- instruction on a new ă oo 
{product or on a product which has | 


been improved. 


ffs > 


. The difficult | Jine to sell to-day i is a 




















h has, not changed its dress a s a : 





























"THE NEW 


_ results in these days. 


“some other official. We have our- 


aA ¿line every working moment. And 
: the sales manager must be with him. 


thrown back on the retailer. Care- | maker who hid to sell at one-third the proper figure. But they are crowding our we 


displayed. ROLL-TOP are available at mete £9) WRITE NOW te -- 


; Dread and butter lines instead of | Northern Branch: 16/18,ST. MARY'S PARSONAGE, MANCHESTER, 


is apt to find in the bigger store. WHY DO WE REPEAT D 


B. away a source of supply. If there is RiGee eee 






SITUATION a 
DEMANDS . . . Arie 


or its purpose or its cost of working 
for a dozen years. The manufac- 
turer's second job in these times is 
io see that new selling points are pul 
into the goods as frequently as 
possible. “This means extra pressure 
on the research department. It also 
means more expenditure on research 
into the- needs of public demand. 
Technical research must go hand-in- 
hand with sales research to get 





Si 


| i = Stee 


AAS 


But the greatest strain of all falls 
on the sales manager. Not only 
must he be alive to the new ideas of 
the times, he must also live with his 
men, To-day the sales manager’s 
desk work should be handed over to. 


ian 

RA [a 
Kò Na 4 
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selves done this. The salesman, too, 
must be freed more than ever from 
routine. He must be in the fighting 
































Eventually, however, you are| NEVER have such fine Oak Desks been offered at ike ohus, ai bot we ba 


lessness in buying on his part, slack- | first few hundred we must let go at a mere £6 each | 
ness in service, untidiness in pre- Seize this chance . . . ACT NOW-—and remember these are really fine desks {ses spe 
sentation, may ruin your own efforts. | never made to sell at the price—5 years’ guarantee and on approval, 


All your salesmen can do is to see If you are sceptical send for a desk on 7 days’ trial—~money refunded if you don 
; for No. 19 sale list of Chairs, Cabinets, Roll and Flat-top Desks, ete, Your address so 
that at least your goods are well advertisement will bring our sale list at once. (N.B.—A few above desks filled 


I wish that retailers would give, 
more time to selecting their lines. | 
They tend to carry too many norma! 





“ Desk Headquarters” 
"19-21, OLD BAILE) 


OSsD 








rching out special value-for-money 
oods. These are what the customer 


But the small man who will go into| THIS ADVERTISEMENT ° T 
the by-ways to find specially attractive Because the best all-round Reckoner is the m- 


offers has a great opportunity now. “IDEAL” RECKONER 


. ; AET Giving every penny up to £3 and 
Finally, I think that the individual rab pages of Discount, Interest, 
r * on an eB. 5 
retailer can do much to help us m valuable tables (indexed for quick 
increasing home sales. The principle 
of buying at home gan be applied S 





reference) such as Multiplication 
a Table up to 723x100: Ibs. tn cwte. 
and tons: Prices per 100 sud per 
gross: effect of two discounts in 





from the very bottom. If Mr. Smith Bie PAGE Succession:  Instaiment, Sinking 

Fund and Depreciation Tables: 
has a shop in town X, let him buy Metric and British Equivalents, etc. At all 
what he can in the town, thus making Booksellers 6/-, by post 6/4 


employment for his own people. In] GALL & INGLIS, srcciaticrs, 


this way he can create purchasing | 1a, Menrietta Street, London, W.C.2, 
power for himself. and 12, Newington Road, Edinburgh. 


THESE SERVICES ARE FREE | 


Subscribers to BUSINESS are entitled to 
ree ratormation concerning Machines, 
Appliances or Services. 

Advertisers who do not employ an agent 
(which we recommend them to do) are 
entitled to free Copy Service. Particulars ; 


Service Dept., Business, 6, Carmelite St., E.C.4 












THE SPEED 
OF FILING 


THE BRITISH AUTOPILE : « Pormable Ble 
Cabinet for letters. Choenk Uke che drawer a ae 
cabinet, giri easy access to Conero May De” 
tor pied to sareline | coen 

rite foe fall partioulars of Hie popular ee 

of fling devies te 


THE BRITISH AUTORILE CO. 
9, BEER LANE, ECJ as 





If I had a furniture shop in a smal! 
town, I would like to show a range 
of locally-made chairs in the front of 
the window. Beside them I should 
place an attractive card like this :— 














MADE By CRAFTSMEN WITHIN Two 
MILES OF THIS SHOP. 
Buy THE PRODUCTS OF YOUR OWN 
TOWNSMEN. 


“It is stupid to be afraid of giving: E 


sales value in it, why not put it to: 
work | ? T he same can 1 be done with 









_ HAS BUSINESS-BUILDING POSSIBILITIES 


2 Your SALES-MAKING folders, broadsheets, price lists and leaflets are printed 
"without the expense of type or blocks. Every sales idea can be 


translated into print and be made effective at once. 
TET. 


i ur OFFICE FORMS are turned out as you want them—work equal to that of 
“ooo any first-class printer—-again without type or blocks. Your overheads 
are reduced. You have no expensive stock to keep. ; 
Your DIRECT MAIL letters—from Letterhead to Signature are printed direct off the 


metal sheet at one operation. 


You save on the average 50% of your printing bill. 





For convincing proof, tell us your printing problem. Then have a 
¿© demonstration—without obligation, of course—and see for yourself 
how it is solved. 

Write or "Phone to-day to: 


Kaye’s ROTAPRINT Agency, Ltd. 


CECIL HOUSE, 57a, HOLBORN VIADUCT, LONDON, E. Cr. 
Also at CENTRAL, 1300 (3 lines). 
BIRMINGHAM, BRISTOL, CARDIFF, GLASGOW, LEEDS and MANCHESTER. 
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or 109% 


WITHOUT 





* Empire 
Chain Link Fence, 
British make, of tough 
Galvanised Steel, is ideal foi 
boundaries, orchards, roads, factories, 
tennis courts. In various heights frorn 
Aft Sin. mesh at 10/9 per 25 vd. roll without pasts. 
i$ gauge. Other sizes and meshes on application. 
. Send for List CL 105. 
Parker, Winder & Achurch, Ltd., Fencing Contractors, 
BIRMINGHAM. LONDON: 4, Gt Mariboro St... W.L 
MANCHESTER. LEICESTER & COVENTRY. 


EMPIRE ‘ic FENCE 
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Se RATER wa zagI 


F ALL STATIONERS 
OFFICE SIZES FROM 2/9 PER BOTTLE 


mt Viae a carat able eiw osana 


goods Tike ‘baskets, knitted wear, — A 









_[time by the one simple depression of- ia 










chinaware, chocolates and confec- 
tionery, kitchen utensils, etc. i 

Briefly, I think the steps shown on 
page 8 are necessary to meet the 
extremely difficult situation which we 
are facing to-day, in order to reap 
the benefits of our new sterling- 
tariff-empire policy. 


@——— 
A QUARTER CENTURY’S 
PROGRESS 


(Continued from page 33) 
machines to handle envelope opening, 
stamp affixing, parcel post, combined 
sealing and stamping and franking. 

Letter-opening machines work 
either by hand or electricity. They 
handle mail of any size or shape and, 
by lightly shaving the edges of the 
envelopes, disclose the contents 
without fear of cutting them. From 
200 to 500 piece» per minute can be |. 
dealt with. The difference that early = 
distribution of mail makes to the 





whole day’s routine only needs - 
momentary consideration to subse — 






stantiate the value of this device. . 

Stamp affixers resembling ordinary 
numbering machines hold 500 stamps 
at a loading. They carry out the five 
operations of picking up, moistening, 
severing, affixing and counting at one 








For parcels post, where several 
stamps of varying denominations are ~ 
usually required for each item, 
more elaborate affixer is available, 
being in effect several single affixers 
mounted side by side. It is a com- 
pact and safe receptacle, gives speedy 
selection of the required combina- -7 
tions and provides an accurate and.) 
automatic check on stamps used. i 

Sealing and stamping machines 
handle from 3,000 to 15,000 envelopes 
an hour, performing each operation 
separately or both together as 
required. Such machines cut postage 
costs by enabling advantage to be 
taken of post office facilities for early 
bulk mail; they also establish a check 
on all operations without the need 
for a highly-paid responsible staff. 

sealing and = franking machines 
offer the same facilities in speed and 
accuracy and, in addition, eliminate 
the purchase and handling of stamps 
by enabling settlement with the post 
office at agreed intervals by cheque. 
















Advances The develop- = 
aa ing systems 


Office Equipment has led toa 


tightening up of control in em 
ployees’ working time.  Originall 


EFFICIENCY FOR YOUR BUS 


In the course of a year, just consider how many expensive del 

the result of faulty time-keeping, and how long your sta’ pr 
keeping your mechanical clocks in adjustment. Mr. Busines 

owe it to yourself, as well as your staff, to provide accurate and 

time throughout your offices, your showrooms, or your fa aries, 


With Smith’s Electric Clocks you can be assured of true Gr 

time every minute of the day. No winding, regulating, batt 

or master clock will be required—the running cost is @ no! n 
one—no more than a penny a month per clock. | oe 
Prices for mantel or wall models from 30/— at progressive Jewellers, ae 
Electric Supply Depots and Radio Dealers. eee 


SMITH'S ENGLISH CLOCKS LTD, 
179/185, Gt. Portland. Sireet, London. wa I ise EA 
Telephone : Welbeck 7516 ec e 


B- FU 


Par use on A.G, matiis 
with time controlled O LY M P i A 
freguency. only. 


| Fanfold’s oi 
|| Labour Saving Stationery | | pams 
Systems 


SPEEDOFORM Ask us to prove to you that | T re e ™ 
| Wi u 6.8 AK 
Ho FANFOLD l a one a yaa of A P P A R r= | 


| s Multiple” forms com- Enabling you to become your own colour. 
TRANSKRIT . pleted in your office. printer at an expenditure from £4 upwards 


according to requirements. : 
To achieve such savings it is not necessary You can print ahy flat colour designs in any 
to invest in expensive ment. a number of colours. 
new equipment is required, for example, l n | 
for eee he fastest system of sais as na, and OR? shoelnn 
(or writing) Multiple forms—Invoices— from a 
Works Orders — Travellers’ Orders — . 


oe SELECTASI He NE 


Write for turther particulars, enclosing att Sil K Se R 
z of vour present form to 


ST. BRIDE STREET 
ONON, EC 4 
Telephone Mos: City 4943 & 4944 


yi RASE MEARGA 


North Circular RA London, N. Wir 
fe. _ Telephone © ‘Gladstone S477 















nog. STORES DEPARTMENT. 












TE great feature of the Millars’ Tructractor is 
its manceuvrability, which makes it particularly 
serviceable for use in factory yards and workshops 
where space is restricted. Pneumatic-tyred chassis 
supplied for road transport with special bodies to 
suit part cular requirements. 
-This efficient motor runabout is already used by 
many well-known firms Huntley & Palmers, Gas 
Light & Coke Co., M.E.T., Tramways, etc. It has 
a definite place as a time-and-money saver in 
~ YOUR business. 
oo o Write TO-DAY for catalogue which gives full details. 
_. MILLARS’ MACHINERY CO., LTD., 


"19, Pinners’ Hall, Gt. Winchester St., London, E.C.2 
z Telephone : London Wall 0368 (4 lines). 


ç? 





ae Visible Equipment you 

will have “spend” to “ save.” 
Postings are made in 40% less time. By means of coloured 
„indicators you will see visibly the following information :— 


By installing British “ BIZADA ” 







1. Sates DEPARTMENT. Those customers who have not 
‘been ordering regularly. 
Lines which are out of stock or 
on order and require “ following-up.” 
3. Accounts DEPARTMENT. Laggard payers and how 
Jong their accounts have been in arrears. 
Write or ‘phone for particulars from the original British 
manufacturers and patentees of Visible Equipment. 


RIA STREET, LONDON, | 
Works z Wickford, Essex. 









p AE D 7 ` e 7 
"Phone: Victoria 1045-1045. 
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FOUR Horses | 
and Carts | 
and can go 
whereaLorry | 
cannot we 























Its turning radius 
is only 9 ft. 6 ins. 
















SPECIAL SECTION | 
British Industries Fair 


Buyers of British goods, both at 
home and abroad, expect modern 
practice, prompt delivery, attrac- 
tive packaging and an up-to-date 
service. 

Your goods and your service 
announced in this special section 
will be seen by discriminating 
buyers who appreciate these 
qualities and whose orders are 
worth cultivating. 


February Issue of 








A QUARTER CENTURY’S 
; PROGRESS 


(Continued from page 44) 


factory workers, new time-recording 
devices have been evolved which 
provide precise controlling facilities 
and safeguards against falsification of 
records to be found in some systems 
without offending the susceptibilities 
of higher class workers. 


The card method for recording 
data has been developed from a mere 
collection of cards to a comprehensive 
system where the most important 
items are visible for selection at a 
glance and phases of control are 
indicated by coloured signalling 
systems. For keeping perpetual 
inventories, sales records, adver- 
tising results, and so forth, they pro- 
vide in simple and easily maintainable 
form the essential data to contro] and 
to initiate continuously effective 
action. | ! 


a Office furniture and filing equip- 
ment has kept pace with develop- 


ments in efficiency in other phases 
and has graduated from the wooden 
i high desk state to low-built steel 
} furniture and equipment capable of 
satisfying every demand for utility, 
durability and smart appearance. 


Steel units offer fire protection to 
all records, they provide the maximum 
storage room in a given space, they 
withstand the hardest usage without 
` being appreciably more expensive in 
| the long run than the wooden equip- 

ment they have superseded. 


As a final indication of the vast 
«development that has taken place in 
means to better management one may 
cite the business training courses in a 
variety of subjects, of which 25 years 
ago it was the exception for any but 
the highest executives to have any 
real knowledge. The widespread 
recognition by way of pecuniary 
award they receive at the hands of 
discerning management shows the 
value which is now placed in the 
training of staff up to the point of 
greatest efficiency, not only from the 
purely selfish point of view of profits, 
but from the greater satisfaction 
achieved by the trained man in 
doing his work superlatively well. 


In sum, management has pro- 
gressed from the completely personal, 
man-to-man methods of 25 years ago 
to scientific control by key statistics 
of meticulous accuracy prepared 
almost entirely by highly developed 
mechanical means. 

It is now entering upon a new 
phase — research — which envisages 
the testing of possibilities in all 
directions before actually setting out 
to develop them. Business to-day 
works on facts, not on history. 


` 
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A MILNERS’ STEEL 
CABINET NEVER JAMS— 


its quality makes it everlasting, 
ever -satisfactory 


All Steel Office Cabinets look much alike, but 
there is a great difference in quality and work- 
manship. A Milners’ Cabinet sets a standard of 
quality which has never been surpassed. It 
operates smoothly and never jams. lt is the 
product of experts. 

If you want everlasting wear from your office 
furniture as well as assured protection against 
fire, dirt and moisture, install 
Milners’. It is the certain choice 
of all who are interested in the 
most efficient office equipment— 
it has behind it the world-wide 
quality and reputation of Milners’ 
Safes. 


The wide range of MILNERS’ STEEL products 
includes FILING CABINETS, CUPBOARDS, 
LOCKERS, DESKS, FIXED and ADJUSTABLE 
SHELVING, STORAGE BINS, etc. i 


can be — to te pon requirements Send now for 


illustrated 


and you the prices 
are Pare a Hoe in me “a 
spite of the superior Catalogue 
quality. giving complete 
specification 
il and prices 


MILNERS’ 


SAFE COMPANY, LTD. 


12-13, NEWGATE STREET, LONDON, ECI 
Telephone: City 1195-1196. 
And at Liverpool, Manchester, Leeds, Birmingham, Glasgow, Dublin 


EVER, 

gt 

ye WITH “hp 
YOUR NAME 

ON THE SKY 


Apply : 
SKY PUBLICITY LTD. 
CROMWELL HOUSE 
SURREY STREET, STRAND, w.c2 
Temple Bar 5638/9 
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PPPAYNE ¢ SONS. 
HAYDN ROAD. NOTTINGHA 










YOU CAN SIT 

AT YOUR DESK 

-Just flick a s@itch and then with both 

hands disengaged (no receiver to hold, 
no need to speak close to mouthpiece), 





se discussion. You don’t 










REPLIES AR THI 


= jast as if they were in your room. 
Think of the saving of time, the freedom 

-~ from irksome delays through engaged 

signals, the convenience—of the Dicto- 
- graph System, and 


_ =ALL BY A FLICK 
OF THE FINGER! 


Let us demonstrate its value to you in 
your own office——without obligation. 


- DICTOGRAPH 
‘TELEPHONES 


LIMITED 
1-3, Aurelia Rd., CROYDON 


lepi one ‘THORNTON HEATH 2240 (2 lines) 
Branches at _- 

n Manchester, 

Dublin; Belfast, 

Newcastles ( Cork, 
























"Bristol. 
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Birmingham, l 

Leeds, 
mE -| members of the Royal ‘Academy a 
A other eminent arti 


“That 25 years ago it would have been 


formation on office machines, appliances 


and service which exist to make the} 


handling of business a quicker, easier 


jand more profitable undertaking, 


That to read through this column 
to-day is to gain some indication of the 
enormous advance which has been made 
in the field of every business activity. 


On page 35 Roneo emphasises that it 
has been a ‘ Business force for 25 
years.” This firm is indeed one of the 
pioneers which have helped to make 
business equipment what it is to-day. 
It is one of the firms which make almost 
every kind of modern office requirement. 


Few services for the business man 
have made greater advances in a 
quarter-century than that of printing. 
W. P. Griffiths make a very unusual 
announcement in, their advertisement 
on page 49. They list the dates of 
apprenticeship of the firm’s directors. 
It is interesting history, 


to-day is in the forefront of its trade. 
9 


Modern transport of goods by aero- 


plane demands the utmost lightness, 
combined with strength, in the con- 
tainers. Look at tbe illustrations on 
page 39 of an actual cargo loading into 
a Moth ’plane. It tells a story about 
‘* Fiberite ” cases. Incidentally, the 
matter of all packing problems is a 
service which has developed entirely in 
the last twenty years. 
Board Mills is one of the firms which 

ave built it up to a high degree of 


| efficiency. 


© 

For an executive to be able instantly 
to converse, without moving from his 
chair, with any member of his organisa- 
tion, no matter in what remote part of 
the location he may be, is another 
modern achievement. On page 48 
Dictograph Telephones, Ltd., explain 
five important points. 

o 

Sales must be increased steadily year 
by year. But there are many things to 
be done before this can be achieved— 
things, too, which the majority of 
manufacturers are not themselves 
equipped to do satisfactorily. Adver- 
tising, market research in its many 
complicated branches, packaging, 
special campaigns, and so on, not only 
in the home market but also abroad. 
On page 23 C. Mitchell and Co., Ltd., 
invite you to use their specialised 


ability to handle this part of your 


selling organisation. 
© 


Packages and cardboard boxes of a 1 
kinds, including many designed — 


a 





impossible to compile a column of in~]- 





and more] 
interesting still to reflect that this firm 


The Thames 






















































It’s the Indexing CG 
that makes LT. 
ROBIN Looseleaf Books | _ 
so popular 


In “Robin” Books you may use an alpha- | 
betical, numerical or geographical index, 
or a special index of your own. 













“Robin” Books are easy to handle, 
reference to any leaf can be made 
instantly, and they are economical. 


SEND FOR THIS INTRODUCTORY OL 





















*Reobin” Book 581B bound. full ma 
buckram, 200 leaves ruled Stock Record. 
faint, cash, or double ledger, and A. 

index, on 7 days’ approval for 9 /6 


post free 
Ulustrated catalogue, post free on req 
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LINCOLN» 
and at 3, Old fue l E c 






































This is what tthe | — 
Prince of Wales | — 
says— 


$t ana n 
| am convinced that we possess ino 
this country, advertising and selling 
ability second to none in the world, 
and that given the right goods at the f- 
right price, it only remains for mane: f 
facturers and distributors to avail: 
themselves of your aid to ensure that f 
British goods regain that high position — | 
they occupied for so long in the 

markets of the world,” 































Message from the Prince of Wales te the Advertising. 
Association 







Are you taking advantage of it ? 
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W. MARK & CO., LTD. I 
-O The Better Printers for 
~- every branch of Commerce 
















Í DATE OF APPRENTICESHIP 
Í WILLIAM GRIFFITH 
















1813 
1836 


Í WILLIAM PETER GRIFFITH 
_[ ISAAC C. GRIFFITH 1864 
Í GEOFFREY C. GRIFFITH 1908 
| MAURICE J. GRIFFITH | Present 1914 
[CARL GRIFFITH [ol 1922 
[B-L HOOPER 1903. 
J. A. MERRELL 






1894 






| t is said that good printers 

are born, not made! 

@ There’s more than a little 

truth in that truism and it’s 
seful truth to recognise. 








bably, it accounts very 
ely for the present high 
standing of the Old Bailey 
Press. 










@ Generations of printers 
ave bred, in to-day’s Board of 
Directors, an understanding of 
their craft that is innate as 
< well as acquired. 








-@ Such a firm is pardonably 
proud of its past and present 
prestige—which fact is, per- 
haps, a client’s surest assurance 
-of superlatively good print. 











@ Here, then, is a Service in 
= which the sound old traditions 


. = Of yesterday mingle happily 


: with the latest equipment and 
brightest ideas of to-day. 


@ it costs you nothing to ask 
for suggestions on any current 
printing problem or proposi- 
tion; why not put these bor 
printers to the test? 


_ W-P-GRIFFITH 


AND SONS LIMITED 


THE OLD BAILEY PRESS 


PRUJEAN SQUARE 
OLD BAILEY 
See LONDON 

EC4 | 
Ww 








| important 


ELEPHONE - CITY 4240 (4 LINES) 





; being desi 





o 
A cabinet with sliding trays and 
roller-shutter front which can be locked 
is useful for a hundred purposes. Could 
you use the one illustrated by The Kafa 
Table Co. on page 49? 
& 

#7 108. for an office printing press, 
which is capable of tackling a whole 
range of jobs in the office or factory. 
That is the “ Langapres ” illustrated on 
page St, 























® 
Another kind of office printing press 
which enables you to reproduce any 
design—in any number of colours, is 
announced by Selectasine Silk Screens, 
Ltd., on page 45. This machine will | | 
also reproduce sales letters or any type- | | 
written matter, 
e 
You may want, at short notice; 
reliable lady secretary. Woud 
know where to apply, without expending | 
the time and trouble necessary to explore 
the usual channels? Probably you 
would not. The announcement of 
Kensington College, on page 42, should 
therefore interest you. 
e 


Time-keeping is one of the most 
factors jin maintaining 
efficiency in the modern office and 
factory. The National Time Recording 
Co. can help you in this side of your 
business. Their announcement is on 
page 35- 












Soli 
























® 
What is an Indexograph? It is the 
latest improvement to the mechanical 
addressing system in that it combines 
with this modern requirement an up-to- iia. 
date recording and filing system. See EEE aia. ahs 
the Addressall announcement on page 40. GAZETTEER and MAP OF 
è | ENGLAND AND WALES 
One of your cheques may be fraudu- with 


lently altered, much to your regret and g COLOURED PENCILS 
loss. It is impossible for this to happen, g B , = 
he 4 Os. DE 




















however, if you use the Protectograph 
cheque writer, illustrated by Halsby and 
Co., Ltd., on page 24. 


That there is no problem of internal SP. ECIAL OFF) 


telephone communication which cannot | ee ies on a 
be solved for you by the Relay Auto- The Gaszetieer vali be supplied ; 


matic Telephone Section of Siemens separately at the Special k 
Bros, On page 24 are illustrated two of 2/0, post free 
typical types for the modern executive. 
® 

Giedhill-Brook time recorders are 
known the world over. fn their 
announcement on page 29 this firm 
invites you to send for their latest 
literature on the subject. — 
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; Principal 
7D. C. Mackay 
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‘The new conditions in Commerce and 
Industry require men who have the 
‘knowledge to grasp present-day business 
problems and the ability to meet the new 
situation with more efficient methods 
and better organisation. The successful 
businesses of the new age will be those 

> with the most efficient directors and 
executives, and that is why School of 

- Accountancy students are forging ahead 
- “to-day to control appointments in all 
parts of the Empire. Success is sure 
fer you if you will look ahead and 
quip yourself now for the new business 
yportunities. Here is a summary of 
many Progress Reports received 
ntly from students of The School 
who have made their future secure 











'ERNON. was an Assistant Book~keeper at £130 a 
par when he enrolled with The School. After passing 
The. dntermediate Examination of The Incorporated 
Secretaries Association, he obtained a position as 
Accountant to a small Copper Mining Company at £ 

ranmaon. When ke passed the Final Examination, 

was appointed Secretary w a well-known group af 
mining and industrial companies at £750a year. Age 27, 


FOR THIS 
80- PAGE GUIDE 
TO CAREERS 
te for. this FREE book. 
ot only describes in 
ii the many courses The 
School offers, but surveys 
thi splendic opportunities 
med men, and 
y definite examples, 
Row. past students have 
-gaade these opportunities 
—thdir own. Read in this 
book how The School can 
guarantee your examination 
success, and of the system 
ot fees payable by instal- 
oo. ements, Read The Schoal’s 
io record of successes. Read Cashier and Chief 
what famous captains of in- č Clerk.. Also courses 
dustry and leading university for youths and ladies 
vioo professors and educationists and in all business 
ce Say about School of and general edu- 
o CAggountancy training. cation subjects, 
“For this ifo-page Guide mark your request “ 1933 
rudes 


Pin CIVIL SERVICE CAREERS. ee 
of Taxes, Customs and Excise, Executive 
Class, Clerical Class, Post Office, Female 
< Writing Assistants, etc. Ask for free Civil 
‘Service Guide No. 4. 





COURSES 
The School of 





specialised postal 





tarial, Banking, 
Tnsurance, Commer- 
cial and Matriculation 
Examinations, and for 
appointments such as 
General Manager, 
Company Secretary, 
Accountant, Works 
Manager, Cost 
Accountant, Office 


TEI MOORGATE, LONDON, E.C.2 
2 WEST REGENT STREET, GLASGOW 
Manchester | Leeds arcane bre at 
. Tu Africa : 










with Automatic Inking 
The Self-Inking Double Roller 


eliminates one operatio nin printing, 
increases speed 50%, makes over 
inking impossible and produces 
perfect results. No inky mess. 






Selling Costs and Records, by W. A. Smith, 
A.C.W.A. (Moore's Modern Methods, Eid, 
3s. Gd.). 








a 
FOILOPRINTER LTD. 







€ A PENETRATING 
EFFICIENT MANAGEMENT METHODS 
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ane ms EEA ey tebe iene A AAAA Anica te diet eaten A gy AA, ut NY A ALA AU RI HO 


by rising to the demands of to-day. 


MODERN 
MANAGEMENT 


By H. W. Simpson, FOLS. 


© SOME OF 
THE SCHOOL 


Accountancy gives) 


training fer all 
Accountancy, Secre- | 





Manager, Auditor, | 


New unbreakable printing platens, for 

foolscap, quarto and postcard size. 

New Foil Eraser for easy correction. 

New Foilolettergraph for hand-lettering. 

New improved printing mks give per- 
manent results. 

New platen support and paper guide. 


The simplest, most efficient and cheapest 


Duplicator and Printer in the world. 


Complete outfit, in meral case, 7O- 


Carriage paid ULK. 
Send for sample foil to try. 










3,Grosvenor Gardens, 
London, S.W.1 


ANALYSIS OF 


OFFICE 


The commercial manager who 
seeks to eliminate waste of time, 
money, and effort, and who is 
prepared to become fully informed 
on the best modern aids to office 
efficiency, costing and accounting 
methods, ete., should closely study 
this book. It gives sound con- 
structive advice on these subjects, 
and indicates methods that are of 
definite value to the businesses in 
which they are now employed. 


328 pp. 7/8 net 







Order from your bookseller or 


SIR ISAAC PITMAN & SONS, LTD. 


Parker Street, Kingsway, W.C.2 





PRODUCTION 
Do you know ? 


—that by our Mass Production 
Methods we can supply you with 
250 Real Photo Postcards for 20/— 
This price includes reproducing 


from any Photo, Drawing or 


Sketch, and includes lettering. 


Send a postcard for samples and 
a copy of our booklet ** Photo- 
graphic Printing,” 


B. MARSHALL « co. | 


FORD STREET, NOTTINGHAM, 





it up and straightway check his own system 2 






. Here, too, there is illustrated a whole 1 Tange of 






Ji i got away with it. 


There is a host of books dealing with oo- 
factory and production costs; there are not. 
so many dealing with selling costs. It is even 
more important, however, for a manufacturer 
to know accurately the cost of his sales than 
to know his production costs. We live by” 
our methods of selling. It is comparatively 
easy to make goods; it is another matter to. 
dispose of them profitabl - > 

This book of Smith’s is unusual because it 
is specific from beginning to end. There are 
no theories or generalities. Any manufacturer 
in a small or medium-size business could pick 














of allocating sales expenses or, if he. had 10: 
satisfactory system, he could instal one, right 
away, from the book. Even the various 
forms, cards and records are illustrated, the 
reader is left to guess nothing. The chapters 
on travellers’ reports and records are excellent, 
for this is a subject which so many. 
facturers deal with in a haphazard fi 








forms for the tightening-up and better control 
of this side of the selling business. 
At the end is a useful chapte on the prope 
control of advertising matter and stationer 
two departments in which the majority. 4 
firms, both large and small, suffer much mone 
to be needlessly frittered away. 


Magnificent Money Makers, by *Hans 
Wanroch (Desmond Harmsworth, 21s.}. 


Here are the stories of some twenty of the 
most notable money:makers in the history of 
finance and industry, It begins’ with the “a 
Medici and ends with Ivor Kreuger. ae 

Wallenstein was a profiteer. He made ge 
twenty million gulden by “ providing for” the 
armies of Central Europe in their wars of the 
seventeenth century. He was clever ato 
getting to know the right people. 

William Paterson created the Bank of 
England. He was a financial adventurer and 
an opportunist. He had the foresight to 
perceive the value of a bank wherein could be 
invested the loose money of thousands of: 
substantial men who necessarily lived on their 
capital. Paterson had no technical knowledge. 

He was a man of schemes and plans and was 
ready to stake all on anything he fancied. He 
was essentially a man of action, but he rarely 
finished anything he started. He handled 
millions but left only a few thousands when 
he died. z 

Richard Arkwright, inventor of the spinning 
machine and first practical manufacturer of 
it, came in on the crest of a avave of industrial 
revolution. He knew what his invention: was: a 
worth. He was a business man as well asan 
inventor. His wife smashed up severa o 

embryo machines when experim 28 ae 
got him inte low water to force him “ to go. es 
to honest work again,” But Arkwright held 

























o ‘This i ig a a bight book The uo on 
Henry Ford is good. That on Ivor Kreuger 








last year. It is significant. 


- International Trade by Barrett Whale 
(Thornton Butterworth, 2s. 6d.). 
‘This is a purely explanatory treatise without 
attempt to examine the subject from any one 
i terested mge The technique of interna- 
tional ients; foreign exchange rales; 
theory i f comparative costs and the 
vision of labour; protection 
la of trade; tariff bargaining, 
mong the matters dealt with. In 














in deor who has had wide experience 
E ‘the difference made by the introduction of 







“is a system of profit-sharing devised by 
his e It provides for an invariable 
Wage, Ka da prane red and i Paying 





Aiti a schemes have 
applied to individual trading concerns. The 
"system aims to go further than this; 
med to apply internationally and to 
a means of stimulating trading 
between nations. 
ne scheme is intended to answer the 
nt put up by all opponents of co- 
p rtnership business, and that is that “if 
labour is to share the profits it should also 
“share the losses.” Tt is claimed for the 
n Ark" system that as it implies strictly fair 
treatment all round, it meets the conditions 
i pat forward by the anti co-partnership school. 
The author has produced something which 
E should interest all active employers, and he 
-cordially invites correspondence and criticism 
-on-the subject. 
=> World Disorder and Reconstruction, by 
Hubert Blake (Allen & Unwin, 6.). 
~ The author outlines the fundamental causes 
of the world shimp, the monetary chaos, the 
fall in price levels and their repereussions on 
“the economic system generally. 
... The last chapter is controversial. In it 
- Mir, Blake outlines what he believes to be the 
ultimate trend and outcome of recent develop- 
“ments, or, as he says, “the outlines of our 
future economic evolution.” 
“Good Investing, by K. Adlard Coles, M.A. 
Jordan & Sons, Ltd., 2s, 6d.). 
‘The Efficient Control of Production, by 
hos. WwW. F quakerlay: oe & Co., 5s). 




















was written by Kreuger himself in March of 


uman element into business dealings. 


CHEAPLY 
and 
PROFITABLY 


by The 


“LANGAPRES” 


THE 
PRACTICAL PORTABLE 
PRINTING PRESS 
















3 Models 


et reeenanmnanin edn 


For printing or over- 
printing 


pas 


Used all over the World 


Arante nakie a 


Suitable for Office or 
Factory 


Price from £7.10.0 


complete, ready to print 








Can be operated with- 
out technical knowledge 


BRITISH THROUGHOUT 


LANG CLAYDEN 


LIMITED 


Sole Manufacturers 







How alten do you syi” « That's a 

coremember chat,” and you deat, 

i something warthewhile and gaye SF 

out,” and you da, bur can't fad le 
it badly. 


Furthermore, a publication is ingiuted w high gives 
you a broad knowledge of che Seot of By 

so that you may not only overcome cad 
limivations of any strictl specia we 
APPLY your organised data 5 
standing. personal rueress, Maatrey: 















: Were 





The MASTROM HNFORMATHON SYS TEM She 
‘EQUIPMENT so Ten iid autotie iea eae 
our DATA... 
OUND BOOK NEMS, that they are fiwstandly 
available when required, l e 


ver PRESS: CUP Ties: | eerie 


With the System and Equipment imaia we phe 
touch of a burren, so to speek, wou conned 
every learned pronouncement the opiiigns of he 
foremost experts, the beer ideas, the piest kuce eua 
methods concerning any sublecr, grat one ar cael: 


The System is simple and che Eaqulemeat resty io 


And you are started with a sunitaaey ar one: 


best items from che date files of ASTRON 
LIMITED, The condensed busines © et ee 

in unique questionnaire form aad is caiarwable ik 
the way It gives you surety in daciolon ane pews: 
inaction. Purchasers contlwusiy aay ie ie eek 
the cost of the whole ourfic: 


















& 
Clip this advertisement owt ot 
tevour Morr Peadive, i 


for dstiprive E 
Man” (8x39). Th 


HOLLY LANE, ERDIN 
BIRMINGHAM 




















Lhe Cheapest Automatic 
Rotary Duplicator 


Faw duphcators—-at any price: provide 
the combined speed, efficiency. and low: 
cost of the SPEEDO, 
any paper, postcard-size or TOO SEGE 
printed, counted and stacked in an bouso - 
Coupled with an wnustialiiy law price, 
here is sufficient reason why the free 
SPEEDO should feature in your man [2 
room equipment. 4 years’ guaranties. “Ge 


§,060 COpies-—on 







Wrote nder de desert gue bt a 
af A PO. werk. oe s 
POLITAN yora (er # 
demonst aso He ORF office. 






PEARS 















only. ensures. ab 

jat every elodke “point gen put n 

- organisation, but also diminati]. he, E 

| previous trouble of periodical winding i 

SOLES aa x and checking of clocks. Smith’s English 

— . =- Clocks, Ltd., tell you about them on 
“ Page 45. 






















e | 

Osda Ltd. are offering 460 executive 
desks at the low price of £6 each. Look 
at the illustration on page 43 to see if 
this is the type of desk you could use 
in your offices. It is a price offer which, — 
we should imagine, cannot often be - 
repeated. 

o 

An example of the very latest develop... 
: a ments in money and labour-saving > 
1 ] transport is the Tructractor, shown by © 


Millers’ Machinery Co., Ltd., on page 
PRE DALEY DESK” 
Solid Oak, finished light 4-130 
cor dark, 4ft.x2ft.3 as, 


46. One small rubber-tyred ‘runabout, ae 
capable of doing the work of four 
More than Ten Thousand of these 
= desks have been sold. 


horses and carts, able to carry a load- = 
LARGEST STOCKS AND LOWEST PRICES IN LONDON 
proposition. 


where a lorry could not approach, ce 
ability to manoeuvre inside works or 

V AND SECOND-HAND OFFICE FURNITURE j oe 

a f THE OXFORD €C ABINET Co. | ! ee Day by day proof of accura 



















yards with the flexibility of a motor- 
cycle combination, it is a money saver: 
for almost every business. No Beene 
executive should miss studying. . 
























postings.” Human effort “ar 
146, Charing Cross Road, W.C.2 Wi fallibility eliminated and output fi 
£ ) p 
Telephone : Temple Bar 4801. f creased, that is the modern need in- 


accountancy, and it is fulfilled by the 
Remington Accounting Mathines. Or 
page 30 is illustrated the book-keepin 
machine which performs, automatica 
six vital functions, which are clear 
stated in the .announcement. l 


eo 

WHO LEADS IN 

YOUR LINE? 
ROBERT R. UPDEGRAFF | says— 


It is not easy to see one’s business. as 
others see it—but it is extremely 
important to do so One shrewd 
clothing merchant of my acquaintance 
has solved this problem, and inc identally 
its solution has helped him maintain 
his leading position in a city, where 
competition in his line is unusually. 
severe, : 

Every so often he employs a stranger 
to come to his city and walk along the 
streets, Every few minutes this man < 
stops a citizen and inquires for the best — 
clothing shop in town. He receives the. 
information and records the name of the 
shop to which he was directed. At the — 
end of the day the names of these 
leading shops are tabulated, and a-cross- 
section of local opinion is obtained—in _ 
terms of rigid mathematics! It.is not — 
dificult to see why the shop- tha 
clever enough to test itself in. this « 
manner is always well -aheac 


BUS | N ESS 
MARKETING 


A good Letter Heading 
= will HELP r 





rinters 
a | with own Paper Mills. 

























“Get a Lower Price from 
Drayton. Ask us to 
quote on your next job 


fe 
_ DRAYTON 


_ Printing Works 


South | Park, Fulham 
London, S.W.6 


















printing since 1856 
paper over 200 years 


J. & H. Bell, Ltd. 


+ Printers, Die Stampers and 


Photo Pioces Specialists E $ 
cdf] nearest competitor. _ 
| is —— p © This scheme would. work 
C arlton St. , Nottingham {I} | type of retail shop, 
TEL would work with 
F works, » OF. 











DRAY, MANAGING DIRECTOR 





RED. 6. 











ae 


laundry or srinting 
any type of service institution, 









_ ADVERTISING NOVELTIES | 


Advertising Calendars, Blotter-diaries, Pocket 
Diaries, etc., gold block with your advertisement for 
New Year. presentation tò customers should be 


“Holloway Road, London, N7. 


ADVERTISING SERVICES 
Advertising, The only kind worth while is 


Ean i OA i n 
cethak which brings results, Valuable booklet “ Resultant 


p Advertising ” 


es post free to Principals, Merritt 
ees > Advertising Service Lid., 12, Whitehall, London, S.W.1. 


APPOINTMENTS VACANT 


£$500-£4,000 earned in the Best Paid Job in 
business. ~ Vacancies occurring every week. You 
tan qualify yourself for such a high-salaried manager- 
ship through our plan. Write for Free Book telling 
how you can get one of these berths, to Business 
Service Institute, Room 42, 6, Carmelite Street, E.C.4. 


earn to Write Advertisements and earn 
i £5 to [20 per week, Unique offer to those 

ing for our free book, Advertising as a Career,” = 
Dixon eee of Advertising (Dept. 2), 195, Oxford 


our spare time bring a 
inating business of your 
ensures success. Few 

x o samples or outfits to 
tnvassing.—-Send to-day for 
Service Institute, Dept. 861 


Ordered now from. D. Harper & Co., Lid., 258-262 1. 


a 


"> 3 insertions 


EDUCATIONAL—cont. 


dearn to write compelling letters, develop conversa» 
tional power, and become a more effective personality, 
Postal tuition. Prospectus free. Regent Institute 


(Dept. 336), Regent House, Palace Gate, W.B, 


FOR SALE AND WANTED 


Burroughs Typewriter Accounting Machine 
for immediate disposal —~ almost new and in perfect 
condition. Apply-—-Hox 130), Business, 6, Carmelite 
Street, EC. 


Advertiser is open to purchase Burroughs 
Ledger Poster, Remington or similar accounting 
machine, Dictograph sets,—Full particulars inclui- 
ing age, condition and price to, Somic, Lid., 9, 
Winckley Square, Preston. 


aO 
Bargains in Filing Cabinets. 3 Oak and 9 
Strong Art Metal Construction Cabinets, All in 
excellent condition. ‘The oak are very sturdy, hand- 
somely finished “ Advance” 4-drawer foolscap. No 
locks or keys. The steel are 4-drawer foolscap size, 
complete with automatic locks and keys. Oak 
cabinets £2 each, steel £4. One only steel cabinet of 
special construction, the space of the top three 
drawers being occupied by 6 half-drawers divided at 
the centre to take 6in. x 4 in. Index Cards, £4. 
Packed and delivered. Real Bargains. Communi- 
cate: Messrs. V, England-Richards Co., Ltd, King’s 
Lynn, Norfolk, 

One (1) No. 36 Gammeter Printer complete 
with table and 1/6 hp. motor; 220 volts; 2,500 
rpm., alsa one No, 10 Compotype suitable for same. 
One (1) No. 4 Gammeter Multigraph,-~Box 129, 


| Business, 6, Carmelite Street, ECE 


LITERARY 
AA EAE E TEE 
£50 Cash for Poems—particulars free. MSS. 


of all kinds also invited for prompt publication, 
especially Fiction. No reading fees. Stockwell, Ltd., 
29, Ludgate Hill, London. Estab, 1898. 


“Don’t Order Blotting 
CARLAC. SUPERSORR.” 


'SINESS, 6, Carmelite Street, Lona 


wll gow 
The. BETS 

different with a big price saving, 

we refund postage if addresced., 


Co.. B Section Shadwell Street: Biting. 


had a recent demonstration you lave tisued the Intex 
information on the latest type of multe mo. 

for Catalogue P-GO, Art Metal Ccasine 

201, Buckinehant: Palace Bond, Tereki 


* Two G 


Art Metal Visible Systems, If you have aot 


versions, Q 
Hisddersfield, 


17 columns. Unlimited sph 
return, motor aml stad, ¢ 


| AS new for £75, 


Roneo Addressing Machin 
attachments, stencils, tr: 

latest model, Offered complete - 
Roneotype Printing Mac 
ments, extra drums, large ¥ j 
been nsed. Offered complete for. 


Nine Card Time Recorders, s 
experienced mechanics. Complete 
Cards. Set for £18. a 
Send now for full particuines to Oio: 
Itá., Coventry. BA 


Incorporating ‘“ WHERE You CAN GeT It 


OFFICE EQUIPMENT 
_ SPEED UP BUSINESS 


this year by installing 
NEW METHODS ang 
NEW OFFICE EQUIP- 
MENT. No disorganisa- 
tion-——no trouble to you. 
Call in Philip Samuel— 
‘Phone or “write for ap- 

Pee POintment—no obligation 
is incurred. 


[PHILIP SAMUEL, m.s.m.a. 
a 97 High Holborn, W.C.1 Chancery 7727 


i VISIBLE INDEXES 


-BIZADA (CARTER-PARRATY, LTD.), 16, Victoria 
Sty London, S.W.1. Phone: Victoria 1045/6. 


-CAVEDEX (C. W. CAVE & CO, LTD), 


45, 
Farringdon Road, ECA . Telephone : Holborn 5071/2, 


TRADE 


CALCULATING MACHINES 


J. © BURNHAM & CO. (GREAT BRITAIN), 
LTD., Bush House (West Wings, W.C.2. 
Telephone : Temple Bar 8700, 


GILBERT WOOD {Arithmetical Machines) Ltd., 
Queen Victoria Street, E.C.4. 
Telephone: City 2995, 


TB 


TRADE MARKS & PATENTS 
MARKS 


neneman aeaa 
REGISTERED AT HOME AND ABROAD 


REGINALD W. BARKER & CO. 


PATENT AGENTS 

$6, LUDGATE HILL, LONDON, €E.C.4 
ESTAB. 46 YEARS 

SEND FOR BOOKLET “ TRADE MARK NOTES” 


SHOP, OFFICE AND WAREHOUSE FITTERS 


C. J. HAWKINS 2 
43, GREAT SAFFRON 
HILL, 2.2 


Electric Lighting 
Painting 
Decorating 
Plumbing and 
Gasfitting 


Repairs of every 
description peer te 
pies ‘Phone: aksio 


Estimates Free FOR URGENT ATTENTION 


(TYPEWRITERS & ACCESSORIES O 


GENERAL (“TYPEWRITER ER S8CHaNoE 
iv, Theobald’s. Read, 


Telephone «. Chancery: F743: 


WINDOW DISPLAY sSeR¥ioE 
TEXTOPHOTE DISPLAY A&A ADER 
STUDIOS, LTD. 74, Copentugen 
Telephone: North 0489, ee 


“GIBBONS 





Southampton: Row, WUD 















-= Typical Users: 


w000 Thames Board Milis, Ltd. 


Rae 


: Kodak, Ltd. Selo, Ltd. ` 
Howard Ford & Co., Ltd. S 
Planters Foods, Ltd. e e a 
cooo Se Lyons & Co., Ltd. ONE MACH 
The Ford Motor Co., Ltd. agn e : Cg 


: -The Weavers’ Home. 
: Blackpool Tower Co., Ltd. 
John Player & Sons, Ltd. 
3 Bourne & Hollingsworth, 
; Ltd. 

A Bryant & May, Ltd. 
oe W. D. & H. O. Wills, Ltd. 
a - Lever Brothers, Ltd. 


















spent in the design, development 
and manufacture of floor maintenance 
equipment, Finnell System, Ltd., now 
offers the first practical combination 
7 i : scrubbing and absorbing machine. One 
ne te Bo Soa operator with this machine scrubs the 
floor clean, and, while the dirt is still in 4 
suspension in the water, picks it up by 
powerful suction and deposits it in the 
dirty water tank— cleaning and drying the 
floor in one operation. The machine 
cleans a strip twenty-one inches wide and 
will work effectively one hundred lineal 
feet per minute. pg 
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Owing to the phenomenal demand 
more extensive works have been 
on at 





ft 
Rinne 









Telephone ' me 
Willesden 3645. 


Telegrams ` 


Finnoltia, Harles, 
-i London. — 






ne part we will gladly demonstrate any 
-o FINNELL. Model to you--on your 
| own floor. 









Printed for the Proprietors. SHAW PUBLISHING COMPANY LIMITED, 6, Ca 
by ALABASTER PASSMORE & SONS LTD. 64, Cannon Street. 
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ae “THE IDEAL” 


Rasy ees 


a 


oO 
Tm) 


TRA 


The flow of repeat orders fo 


THE BLOU Qui 


in efficiency, 


all other portables. ) 
£15 15s Od. 
complete in case, 


FRAUD, 
CPRO eT your 
CHEQUES WITH A 
“SAFEGUARD” 
GHEQUE WRITER 


As used by the leading firms, 


Bargain. New: 


All makes of Cheque Writers in stock 
at half usual prices. 


BARGAIN OFFER 


Fire - resisting and 
S Vermin-proot Steel 
Office Cupboards, 
finished art green, 
Hever lock, duplicate 
fi keys. 
(2 ft. high, 


o 30 ins, nigh, 

= Bins, whie, 

© [Sins. deep, £3 

H8 ft bigh, 2 1. wide, 

a a ins, deep, as 

is Hasira- 

AU carriage paid, 

4 Other sizes. in stock, 

? Bal “the. price of 
Taou wood. 

Essential for storing 

Books, Papers, Box 

Files, Letter Trava, 

Other sizes equally 
spar chea 
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THE SUPERB TYPEWRITER | 





r' Ideais’ more than 
testifies to the merits of this ideal machine, 

A onser wiftes: “Send us two more 
Our typists all want to use those we have,” 


Ideals,’ 





T PORTABLE 
iis real quietness and Hgeht touch are a renal afd 
while its compactness, lightness, 
reliability and beautiful work make it THE BUST. 
_ With four-row standard. keyboard, complete in 
tase. {Weight & ibs., ne: arly 2 tbs. lighter than 





Do vou realise 
that an altered cheque is your Hability ? 


£8 8s. each. 


: f4 ing, wit 
| Pline, een. H 45/- 





Holborn 3793, or write for Bargain Lists and arigua 


ESE 
A RG REE 
ERRUR < 
LINE GUIDE 
COPY MOGLDER 
saves the 
typist’s time 
and your 
notepaper. 
Tap the lever 
amd the line 
guide moves 
down, 
Price, as 
illustrated. 
21 /- 
And cheaper 
model, 
18/ 6 

























kes 


THE FAMOUS Fact) CALCULATOR 


Will multiply, divide, 

add and subtract in 

L/1Otb time taken to 
do so mentally. 

hax fxd 
irom £2090 405, 
‘Tens transmission 
£40 


















Write for details, 








SAVE 80°. IN POSTING TIME 


And let your side gs-getting letters look Hke 
personal letters with actual postage stamps by 
using the TAPPIT stamp affixer, - 
Cheaper and quicker than a Franker, all stamps 
fixed, checked and counted in one operation. 
British. made and guaranteed. 
Write for details. 








vue TAPPIF 


UNIQUE sean size. 
Swinging & Detachable 1/6 l 
LETTER TRAY SET palais 


A big nki to E E 
efficiency. 
AH trays Lift l 
off, are g 
interchangeable 
swing out of 
way, leave desk 
quite clear 


F namuamini aires rae antaa ied te 


Complete with post 
ami fitting for wall 


Number of Trays per set, 


Material of Trays. 


4 Trays. 3 Trays, 1 Trays or desk. AU inland 
Light or Dark Oak .. 35 /~ 31 /- 27/- carriage paid. 
Real Mahogany .. 48/- 40/- 35/- dienoms of traya , 
Steel, Finished Art Green 4 85/- 40/- 











35/- Loe x % x 28 inches, 

















y tion. 





essage Recorder .. 
Hygienic Glass Mouthpieces 
influenza) for G P.O. phone 2/ 2 post free. 


CIAL OFFEI 


NO MORE ERRORS. 
pocket Addometer. 






When ordering state for what money. required. 
Also cheaper pocket Adder for ordinary figures = 


and Indian money. 


-4 drawers. Pscap 





TEMPORARY TYPISTS SENT our. a 
T, CHANCERY LANE | (Holborn Endal cas 
Works © Great New St, E € gi a e 


NO MORE TELEPHONES 
KNOCKED OVER i 
M you use Telephone 
Extending Arms 


Extend and Swingin any direc 
Supplied with fittings far 


36 CO, .. 27786 
Post free, 


3/6 post free, 
(prevent 


The modern 


ya method of fase- 


tening papers. 

f ‘Taper Makes clips uN 
LESS of paper itself. 

FASTENER Dost free 10/6 

ete ity ARC cheaper 

eal model 

5 í G post free. 


NEARLY NEW 





Book-keeping and Accounting. is 
‘Machines, Loose Leaf, Fanfolds: 
or Book Writers, with or w 
out Adding and Subtract ng of | 
all makes, at Bargain Prices, 






+ 









THE ADDOMETER 


DESK 
So Simple Any 


25/- post free. 






Post free. 


THE LATEST INVENTION! 


A FOUNTAIN PARCEL PEN 

WITH RUBBER NIB 
Writes a thick line on paper, canvas, 
wood, metal, glass or any Surface: 
For "Addressing Parcels, Writiig 
Notices, Price Tickets, Labelling 
Goods, ete. 





PRESERVE 
YOUR LETTERS 


and Records from 

dust and fire by 

using our Art Green 

Vertical Steel Easy . 

Ruming ons 
INE 






4 drawers, = 
£6 7 6 


£7 8 9 
. Carriage paid. 


wall, desk or table. E, 


Extending . 

23 inehes. .. 2i fa 
Bt. oan 2 2A 
SS oa 25/~°. 





th. |. 


Use the wonderful — 
Adds and subtracts rapidly... 
and accurately. For E Miglish money, Decimal ar.. | 

Ordinary Figures and Feet and gee det Dee 


POCKET OR K 


one Can Use it | 
In ial peaches E 
every 



















































- London, ` as 













sh a problem of. adjusting personnel 
o the work to be done is one of the 
roubles of every business executive. 
he staff is too small, work is delayed: 
it is too large there is waste of money. 


It is not easy to say which is the worse 
evil of the two. On the whole, a staff 
lightly too large is probably cheaper in 
he long run, for at least the work can 
é carried on punctually and efficiently, 
whereas with a ‘f starved ” staff there 
an- be neither efficiency nor punctuality. 


The ideal state, of course, is to have 
ie staff large enough to deal properly 
h the average flow of work, with 
st the little extra capacity that, with 





























iness being adequately. dealt with. 


5 Records of Cutput 


‘It is very much facilitated if proper 
records: of output are systematically 
kept. Unfortunately, too many office 
- o managers seem to regard “ costing ™ of 

this kind as superfluous—a very great 

ognistake which leads to considerable 
waste. 


2 Mr. Frederick Hutchinson, the well- 

c known business consultant, has dealt 
with this matter of recording office 
output in his new book, ‘ Office 
Methods and Practice,” in particular 
relation to shorthand-typing. As he 
points out, typewriting is the easiest of 
call. office. work to measure, yet only a 
small proportion of offices in the country 
make any effort to measure it. 
$ Systematic measurement of typing 
ut over a period of several years 
inced Mr, Hutchinson that “ one 
at least, of the money spent on 















, Cand therefore. must. 


~ waste.” l 






special effort, will allow of a rush of: 





ow the desired end is to be obtained, | 


correspondence to-day is not- she ¢ 
In other words, F 
affs, taken ASA whole, are 


operating at only fifty per cent. of 


capacity. 


idle Typewriters 


A glance at any business office where 
several shorthand-typists are employed 
will show why this is so. For a con- 
siderable portion of every day the type- 
writers are standing idle because the 
typists are not doing their proper work 
of typing, but are taking down dictation 
in shorthand or waiting to do so. 


Now, a typewriter is meant to be used, 
Every moment it stands idle represents 
wasted capital, The typist is paid to 
produce finished typing. Every moment 
she spends away from her typewriter 
represents wages paid for nothing. The 
business’ man who makes up his mind 
to investigate the actual output of his 
typists and compare it with the average 
speed of which they are capable is 
assured beforehand of a very disagree- 
able surprise. 


Under the shorthand system it is 


impossible properly to adjust the staff 


to the actual volume of work to be 
done. 


That is a plain fact. In practically 
every office where shorthand is used one 
half of the typing staff could be trans- 
ferred to other work, while the other half 
handled the usual volume of dictated 
matter without the smallest difficulty. 


The Dictaphone solves the problem— 
and there is no other solution. 


With The Dictaphone in use, no girl 
is ever called away from her typing to 
take down dictation. Her work-—the 
work for which she is paid—is typing, 
and because The Dictaphone enables her 
to stay at her typewriter undisturbed 
she can type, with far les 

aire age as mu 






kept busy and fewer ure re 
there is neither labour wa 
Staff and equipment are # 

at exactly the strem r 
handle the actual o ipat 4 


typing. 


That is only one of the sers 
The Dictaphone renders, 
sufficient to save the cost 
Dictaphone in a single veer. 





























Executive Capacity | 


For the rest, The Dictar 
the executive a new mms 
over his work, a new f 
his day’s doings in pe 
Every executive detail is. 
disposed of the moment | 
there is no waiting, no ; 
because the aa w 
available, no reliance upm 
hastily scrawled notes, et 
looks after every : 
instantly and efficiently pur in 
doubles executive capacity, 











RES kj ge sag i 


Make up your mind to messire your 


office output. Mr. Hutchinsons ‘book: 
will tell you how: a free copy Is-vours 
for the asking, Write today. 


THE DICTAPHOME Gih, LD 
“Memes Dixon, Meanspisae Terie l 
Kiepewns Finwse, Empe E 
TORDO Wig 


ED: 














And at Manchester, Birmingham, Dicen 
Glasgow, Tects, Neweastiown Tene, cae 























The AEEA : 
Ringeway Hoa 







Dear Sirs, 


























: N “ . VELOS ” QUALITY ERASERS | 


A centre Jayer of Grey for Ink and type in 

a sandwich of Red for Pencil and Carbon 

Copies. The. eight corners are for picking 
out the typed letters. 


3 ‘No. 100. “g in4.’’ Boxed dozs. 3d. each 


Fheis is a “VELOS” Eraser for every purpose 
Made in England 


| Labour Saving m | 
Systems 
SPEEDOFORM Ask us to prove to you. ta 


we can save you {1.6.8 


FANFOLD on every 1,000 sets of 
“Multiple” forms com- 


TRANSKRIT pleted in your office. 


To achieve such savings it is not necessary 
to invest in expensive equipment. No | 
new equipment is required, for example, 
for Transkrit—the fastest system of typing- 
(or writing) Multiple forms—Invoices— 

























stared 












Unspillable, with screw-off top 
for easy cleaning. 


IN MODERN DESIGN 
FOUR COLOURS 


Black, Red, Mahogany, Mottled 
Green. 





























EONS | DE No. 1221.  5}x hee Works Orders — Travellers’ Orders — 
See. <n Single Stand Complete i | 
—_ ee NC Boxed singly .. 3/- Receipts, etc., etc. 


No. 1222. Double 
Stand Complete. 
9x6$ins. .. 5/- 


Packed individually in 
A Fancy Show Boxes. 


Write for further particulars, EE specimen 
of your present form to 






Made in vagana 


NK, PIECHEQRD & Co., Ltd. 


L HOUSE | + WELL STREET - LONDON, E.C.1 





No rth Circular Rd., Landon N W w o TE 
Telephone : Gladstone say7 wt, as 

























GE GREATER VISION 
IN SELLING GOODS- | 


Good judgement and a man’s own seie po 

: interest will prompt the speediest p o 
acquisition of this exceptional book, “How o- foo 

66 How to Sell Goods.” It will soon prove ite worth — 







Can | only be achieved 
by Efficiency ... . 


| Leading British business houses have proved 
_ indisputably that “ Seldex” visible card and 























| strip indexing equipment is more efficient, yet 
| Jower in cost, than any other equipment of its oe i ae ae a 
type on the market. These are the least of to pane: Gee ayes ee ee 
the many pronounced advantages which operations... with the help of these |o 
Sell actually tried-out and successful plans you $ 





s ‘ Seldex ” equipment has over other systems. positively acquire the knack of overcoming 


buying objections, combating apathy and 


Goods getting orders, 


This is not a dry-as~-dust book of- 
theories, not the product of imagination, — 
but the cream of experience supplied by 
3/9 over one hundred of Britain's keenest 

salesmen and sales-managers, condensed 
into one handy volume--that should be 





* SELDEX” is available ue 
ig bener for every phase of 
costs only 


MACHINERY PRODUCTION 


post free from worth its weight in platinum to any 
Write for ilustrated details. : retailer or credit tradef. It's a hook that 
the publishers. positively talks to you, putting the actual 
“u Serpex is business- pulling words into your month, 
also supplied in Get your copy leading you--pleasantly and profitabiy=- 
the form of wali , throngh every stage of the selling gamme; 
panels and immediately, showing you how to win: what to do to- 


morrow and the day after, ‘These are 
selling ideas you can put into work AT 

ONCE: immediately you get deeper, 
truer insight, and you realise that “ How to Sell Goods will be the- 
highest-dividend investment you ever r made. 


rotary fixtures. 





pannen POST THIS COUPON TO-DAY creme | 


SHAW PUBLISHING CO., LTD., 
6, Carmelite Street, London, E.C.4 


You may send me, post free, your book “ How * Sell Goods,” 
for which T enclose. 3s. od, in payment. 


w : eee tts , bade : : 
Name. Beem ea pArA eee Center ceed este enna tesa EERE ECEE 
Address .... 
* Fy -A 
S.G.F/33  . 


TRIERER AAE 


Visible Recording Systems 


INFALLIBLE CARD SELECTING co., LTD. 
Halford ‘Builditgs, 249, ‘Corporation Street, 
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li ‘ontrol "Marketin 
pal uction’ Office Practice 


IN WHICH AT VARIOUS TIMES HAVE BEEN INCOR- 
-~ PORATED: “THE JOURNAL OF COMMERCE. 

“MODERN BUSINESS,” “SYSTEM,” “BUSINESS © 
aS ORGANISATION AND MANAGEMENT.” 


C ONTENTS FOR FEBRUA RY, 1933 . 

























M ANAGEMENT What does Technocracy Mean to Business ? - by THE EDITOR 


Pol ic V, Finance Policies that have Increased Profits Year after Year i 
a ; by the Managing Director of a Polish Mankin a 


These Plans will Inject New Life into this Firm by MAURICE STILL, 
Chairman, Lawrence, Nathan, Lid 


How To Get the Best out of a Suggestion Plan - r n 2 
i The Trend of Trade for February - $ i , 
The Broader View - .- > - by ROBERT Ri & 
Business Books - - - - - «= a a 





MARKETING 
selling, Advertising 



















How We Plan to Get More Foreign Business ay H. 
Propi tetor, Pa 


Come to The Fair! -  - : He ve 
es 4 Ideas Which Have Increased Sales - ae 
R OD U CTION How We Controlled Stock of a Million Shoes by E L. 


oe X. | Statistical Officer, Jenson & Nicholson : te 
up ment, Methods Plans and Ideas that have: Cut ¡Costs ~ oo ae ees 


Austin finds 5 New Us a Penny- = 
Do these Patent Law Changes Affect YOUR Busi 
: ee os ao Gee 6 te Pateni 
~ OFFICE PRACTICE Sup igating Machines for Billing Save Treble, Their, rare ace 
: Equipment, System 






How our “Worst” Office became our Best- by A, W., 
If you have Travelling Inspectors ~tey t this Driver-Typist Plan Ls 

Among the Latest in Business Equipments MOT j r = o a 
l What I Would Do © 2... Se x 
Some Reasons Why Accounts Go “ Dead” s 7 gs 
Which of these Appliances and Services Can YOU Us 






2 Subscription. --15/— per annum, home and Continent, post free, Per copy I/-, post! free 1/3. Overseaa 
-20/- per annum, post free. Per copy 1/6, post. free. All rights of translation aft d reproduction are 
strictly reserved, Agents for Australia and New Zealand: Gordon & Gotch courne al 

mts. for South Africa and the Continent: Wm. Bete & ‘Sons, Ltd. “ i 
of specific, instances, are seg AML comn isti af 


SINESS Telephone Number is ; 



























































Fo 


EGRY 
CASH 
TILL 


KE Cash Till ok aede the feature of 
a written itemised receipt is the most 
< secure method of controlling every transaction. 








 EGRY 
- SPEED-FEED — 
a The Egr j Speed- F eed Attach- 
ment enables your own type- 
writer to be converted into 
a Billing machine-—with all 
the advantages of Con- 
tinuous Stationery—at 
a momant’s notice: 
snaps on kr d off i in a 
second, 4 












—this way 














OR the purpose of handling multiple sets of forms 

requiring carbon copies, Egry Manifolding Registers 
should be employed, as the interleaving of carbon paper 
is entirely eliminated. One turn of the handle ee 


2 to 5 clear and unalterable copies of 
the original entry; automatically pre- 
senting a fresh set readyforimmediate = 
use, and retaining—in certain models 
—one copy in a locked compartment, __ 
for checking purposes. Egry Registers 
can be applied for- the follow 
Sa — 
Credit 8 ‘Bales: : 


Invoicing pied Orders i Receiving ‘Records 
Stock Records an Orders Warehouse Orders 
Delivery Notes Internal Transfers Goods Imuards: > 
F reduction Orders Cash Sales Reports 





Our London factory is not only equipped for. the 
manufacture of continuous stationery for use in ou 
Registers, but also for the manufacture of Con 
Roll and Interfold Stationery for use in Bill 
Accounting Machines, such as Elhiott-Fishe 3 

wood, Remington, Smith Premier. and ‘Powers-Samas. 


PRICES. RANGE FROM 6 TO 4 43 GUINEAS 


EGRY LT. 


WARPLE WAY, ACTON, w3 


TELEPHONES! SHEPHERD S Busy 2431 & 4484 












A “INSU R E YOUR 





in giving them al}tractiveness . . . readability . 





re spit the Waite basket! Our new methods of Pocus and E for ae letters « will go far e o 
oes . Sellability 
De improved, | it will pay you to write for full particulars describing t this service. 


If you think your Direct Mail can be | 
Ie s free, of course. i To 








index a turn 






those announcements -~ 








| _ which offer Service ro oe 


. Equi pment which may / . ce : 





WHICH CAN" be of use to you ~ 
BE OBTAINED THROUGH THE ANNOUNCEM 
IN THE ADVERTISEMENT PAGES IN THIS 





Erneta ` Page Fage 
ae ADVERTISING AGENTS INKS rHoroanarmens 


(1). Gibbons, J. J., Ltd...  .. Coveriii (20) Swan Ink ooo as SB (88) Tiye GOR) a a 
: (30). Marshal, a Ca, ua ee ere ee ees 














- BANKS INSURANCE 

@) ‘Midland Bank, Ltd. .. Se se +» 36 (21) Britannie Assurance Co., Ltd. © 
BLOCKMAKERS , LOOSE LEAF LEDGERS, ETC. | 
a) ‘Nickeloid Electrotype Cos Ltd .. . 42 (22) Moores Modern Methods, Lia Ee E 
OOK-KEEPING SYSTEM (23) Ruddocks, Lincoln .. . sa ss 
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ews of technocracy this 
N country during a dearth of sporting 
sensations and of good murders. 
It was, therefore, marked down as a 


reached 


newspaper stunt. For that reason it has 
received little or no serious attention. 
Indeed, the idea was buried almost before 
it was born. The Test Match sensation 
hurried the funeral rites. 

To add to the débâcle came the public 
split between Mr. Howard Scott, the 
American sponsor of the idea, and the 
University of Columbia. Again the 
sensational side of the business was 
exploited. All of which is unfortunate, 
for within the creed of technocracy is 
concealed a core of solid fact. This, one 
has to dig out from the mass of 
philosophic and economic fluff which 
surrounds it. For that reason I hesitate 
to recommend the only book which has 
appeared on the subject.* It is the work 
of an American devotee which one might 
describe as a rhapsody rather than as a 
critical review. e 

When the University of Columbia set 
a team of technicians to survey the 
existing power capacity of the United 
States, some startling figures were bound 
to emerge. This is precisely what has 


® The A.B.C. of Technocracy by Frank Arkwright, 2/6 
Hamish Hamilton. 





MANAGEMENT Æ CONTROL 


Does . . 


by 


happened. Some of the dis- 
coveries made on the way 
have been so interesting 
that they have been hailed 
by some enthusiasts as i 
new salvation for society. 
Happily, the useful work of 
the Research Committee is 
to go on at the University 
of Columbia, although Mr. 
Howard Scott and four of his followers 
will be disassociated from the task, 


Among the facts disclosed by the 
interim findings of the research were 
these :— 

1. Production fluctuated steadily upward 
from 1918 to 1929, yet employment 
fluctuated steadily downward throughout the 
same period. 


2. Where we had men employed in 
tending machines the trend is now towards 
machines designed to tend and oversee 
machines. 

3. A scrutiny of the debt and production 
figures of the United States shows that for 
a period of years debts have been growing 
at a rate faster than the rate of production. 


4. Each of America’s 35,000,000 
workers has now 300 m.h.p. behind him. 


Clearly, these findings are of first-rate 
interest. If accurate (and these particular 
findings are not seriously questioned), 
they prove the definite operation of 
certain new trends which most of us had 
only been able to surmise. They are 
useful data on which both the business 
man and the economist can build. But 
how they can supply the basis of a new 
philosophy, a new economies, and a fresh 
currency system, it is difficult to under- 
stand. 


POLICY 


TECH NOCR ACY 


mean to BUSINESS? 


the EDITOR 


Yet this is what the authors of tech- 


nocracy attempt. Because we have 
failed to finance, and therefore to dis- 
tribute, gluts of raw material, the 
technocrats demand new economic 
system. For gold as a standard of valu 


and a medium of exchange they would 
substitute the unit of power- the erg, 
a measure of value, and certificates as a 
means of exchange. 


“a> 


Would each individual be dealt out th 
same number of certificates, the 
being based on the estimated use of power 
during the year? ‘* The dollar may be 
worth—in buying power—so much to-day 
and more or less next week, but the unit 
of heat or work is the same yesterday, 
to-day and for ever,” the chief 
technocrat, 


es? H 
OLAI 


savs 


Physieally speaking, so is the dolla: 
Surely the amount of goods that an erg 
will produce is just as likely to vary from 
year to year as the purchasing power of 
a dollar? i 

It is true that during a period of falling 
prices, debt increases out of all proportion 
to production; but there are three 
remedies for this. The State can reduce 
all internal debt (as France did in 1929, 
by 80 per cent.); or debts can be written 
down by agreement; or banks and mort- 
gagers can foreclose, thus bringing prices 
down to the pre-boom level under the 
hammer. 


But no new monetary system based on 
purely engineering practice will solve thi 
economic, financial and social troubles of 
the body politic to-day. What is worth 
while, then, in technocracy is purely its 
technical view-point, Briefly, the techno- 
crats believe that, given an eficient credit 
d 


system, every American citizen can earn 
£2,000 a year by working four hours a 
day for four days a week. These figures 
have been challenged; they undoubtedly 
appear to be a little optimistic ; but they 
do not invalidate the main finding of the 
technocrats. 


It may be remembered that a survey 
- carried out during last year in this 
country, aimed at increasing the average 
income by three during the period be- 
tween 1933 and 1939. It was considered 
that in favourable circumstances this 
would be feasible. ‘‘ This would mean 
raising the mass of the population to 
about the economic status of a present- 
day middle-class family with between 
£600-£700 a year. Spectacular reduc- 
tions in hours of work or size of the 
labour force were not implied, although 
it was clear that the question would 
arise forcibly once such a standard of 
living had beer reached, if not earlier.’’* 


Turning to the four facts listed above, 
the first is clearly the most significant. 
Whether all of the technocrats’ figures be 
right or not, the trends they disclose are 
adequately proved. The machine is 
increasing productivity more rapidly than 
we realise. Whereas in 1900 it required 
zo man-hours to produce a ton of steel, 
by 1929 it required only 13. In the case 
of motor-cars, 4,000,000 more were made 
in the United States in 1929 than in 1919, 
with 840,947 fewer man-hours. Perhaps 
the most astonishing illustration of all 
comes from the small machines which 
turn out letterheads. In r901 one man 
produced a thousand letterheads per 
hour. In 1929, the same man could 
produce 20,000 per hour. 


The same is true in heavy industry. 
The modern steel plant is practically a 
Fordised concern. In handling, the 
changes are equally startling. When the 
Cunard line gave up coal for oil fuel, 
951 stokers were replaced by 263 machine 
minders, 


But the technocrats ignore entirely the 
compensating factors. While we use 
fewer men in the production we use more 
in distribution and services. In less than 
a decade of its prosperous period 
America absorbed 1,000,000 additional 
workers into “ service industries.”’ In 
this country transport and distribution 
alone have increased their payroll by 
roughly 380,000 men and 212,000 women, 
a total increase of nearly 600,000 since 
1923. The miscellaneous services have 
accounted for another 75,000 men and 
111,000 women, making a total of 
186,000. 


At the same time hours tend to 
shorten. That they must be further 
shortened seems likely. How many 
unemployed should we have to-day if we 
- had not brought the working day down 
from eleven to eight hours during the 
past fifty years? Possibly it has been 
one of our mistakes not still further to 
reduce the working week as the machines 
take over more and more of the work. 
On the other hand, the technocrats are 
probably right when they foresee a still 
greater reduction in the amount of 


* The Weck End Review, January 28th, 1932. 


human labour required on many types of 
work, 


The slump has undoubtedly postponed 
the installation of much labour-saving 
machinery. Already there is one great 
American tractor in use in the Midlands 
which breaks up acres of the roughest 
land in a few hours. An American 
machine has already been developed 
which can tear up an old street, lay 
foundations for pavements, and put on a 
surface 60 feet wide, at the rate of several 
miles a day. 


A new textile (ramie) is now being 
grown in the Southern States which can 





Technocracy represents the 
of the 


slump. As such, it is a value= 


engineer 's viewpoint 
able contribution to 
relating to a problem that does 
exist, 
for our present evils, however, it 


opinions 
As a creed or nostrum 


means absolutely nothing 


oO 





be cut with a thresher. It wears in cloth 
seven times as well as wool; it will make 
cheaper paper than wood pulp; and it 
has a lustre similar to silk and linen. 


Designs are complete for a motor-car, 
a little expensive it is true, which will 
last ten times as long as the average 
modern car. What of the motor 
industry’s payroll when such designs are 
standard? 

The same is true of the razor blade. A 
blade provided with a Tungsten edge on 
a steel wafer base would cost just 20 per 
cent. more than to-day’s blade, and 
would last a lifetime. What will happen 
to the razor blade industry when it 
appears? The manufacturer of glass 
formerly involved a very large proportion 
of human labour. Now plants are 
operating here which produce glass as 
Mr. Ford produces cars. 

These facts will have to be faced as 
soon as business revives. They are par- 
ticularly important for this country, 
which has never had less than one million 
unemployed for twelve years. 


But there is no reason to suppose that 
our financial, industrial and social 
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machinery will not be able to deal with 
that situation. [It may mean shorter 
hours and temporarily lower wages. It 
may mean intermittent spells of unem- 
ployment in certain industries. Happily, 
the increase of production will auto- 
matically increase the purchasing power 
of money, without necessarily reducing 
prices. 


At the same time, we are learning a 
good deal about making labour fluid. 
When one industry is over-produced we 
shall be better able to put some of its 
employees to work at other vocations. 


Again we are beginning to realise that 
many industries cannot avoid a season of 
slackness. The more carefully produc- 
tion is planned ahead by an entire 
industry the more likely is it that that 
production may be based on an eight or 
nine or ten-month year. It should be 
each industry's problem, in such circum- 
stances, either to provide insurance for 
the worker during the slack season or 
some form of alternative employment. 


Also it seems certain that, as in the 
Roman and Egyptian civilisations, the 
field of personal service will be greatly 
expanded. As conditions and hours of 
work are improved in. this field it should 
become very attractive to intelligent men 
and women. If it be covered by the 
insurance scheme this in itself would 
bring in thousands of young people. 


Finally, there is every indication that 
the Government will foster a slow 
development of the building industry. A 
reasonable programme of useful public 
works and a revival of agricultural and 
allotment holding are also apparently in 
preparation. 


Possibly the most interesting aspect of 
the technocrats’ theory is their assump- 
tion that all plants in a given industry 
can rapidly be raised to the efficiency of 
the leading plant. Surely this is crass 
nonsense. Years of work and the manu- 
facture of an immense amount of new 
machinery will be necessary to raise the 
efficiency in the average industry to the 
highest level. That fact in itself will 
safeguard us from any sudden drop in 
employment, such as the technocrats 
seem to fear. 


In brief, what the technocrats say is: 
Use power and machinery and scientific 
development to the utmost; produce a 
balanced supply of goods, all that are 
needed, in this way at the lowest possible 
cost ; cut out the waste of middlemen and 
finance, commercial management and 
competition ; reduce hours of labour ; give 
everybody the purchasing power and 
leisure to absorb the huge mass of goods 
which would be thus supplied; let this 
process pyramid itself upward and 
upward, 

What the technocrats and soviets (in 
some aspects their theories are much 
alike), thé academic reformers and 
economists all forget is: That industry 
has its commercial side; that inventions 
and machines are a minor factor in 
development, as compared with commer- 
cial skill, individualistic initiative, man's 
driving power and ambition and that 
never vet has standardised civilisation 
proved to be a progressive one as well, 






"by F. T. POULTON 
n an interview with the Managing 


Director of a well-known manufactur- 
| ing and selling concern 






his firm manufactures a product 
l used in most homes. Ít is a 
es polish. I am not at liberty to 
disclose exactly what kind of polish, 
but that does not really matter, it is 
© the principle of the firm’s manage- 
ment which is important. 
ae For several years past, all through 
the much lamented depression, this 
firm has published very healthy 
alance sheets, the kind which give 
he shareholders a chance to pay a bit 
re each Jn in the way of income 





























a Of « course, ee a firm goes ahead 
like that year after year, in spite of 
ncreased trading difficulties, there 
re very definite reasons for it. 
Success does not just “ happen,” it 
‘comes only as a result of carefully 


lanned management. 


“What, then, are the managerial 
lans and policies you have followed 
ine order. to maintain this steadily 
isi go profits- curve? ’’ was the 
uestion I put to the managing 
irector when I’ met him for an 


“Well, > he a ‘as nearly as 
Tean put it, the ae of our policy 
come under these main heads :-— 


c“ 1. We work only a 44-hour week 
Monday. till Friday). Our produc- 
on is higher than when we worked a 
48-hour week. 
9. We have a particular kind of 
bonus scheme in which all employees 
participate. 
oo IS. ‘Every executive is encouraged 
Se e exercise the full authority of his 
-position and deal with all detail. 
"4. Directors are engaged on 
-policy and forward planning. 
By We have cut ‘ red tape’ and 
formal regulation to the absolute 
pa ; minimum, 
6. Constant research for new pro- 
ducts, and new uses for existing 
products.” T on Ae 


Why the 5. Day Week Brings 
More | Profitable Results 












monotonous 
kind of busi- 
ness. We 
used, of 
course, to jà 
run six days i hate red tape. Our whole i manage 
a week, then 
we thought 
e aad makes them keen to give us their 
chart the pro- | JE 
duction to see THIS 1S HOW | ai 
how it worked | INT 
out day by 4, By working a 44 i 
day. The y g k 
curves we pro- By a particular. profi i i 
duced were 
very interest- 3. ” apana ak 5 
ing. They P 
started away 4, By directors concentratin 
with a good d 
5. By constant resear 


showing on 
Mondays and 
indicated that 
the standard 
was pretty 
wel main- 
tained until 
Wednesdays, then a progressive 
falling-off showed up. On Saturdays 


it was revealed that by the time 


everything was set going the unit of 
production was short of its prop: 
relationship to costs. 
attempt to change this condition we 
decided to cut out Saturdays 
altogether, 


“ To do this we added one hour to 
Friday’s working and stipulated that 
the former six days’ production 
should be completed by 6 p.m. on 
Friday. The plan worked so well 
that the former rate of production 
was not only maintained but sub- 
stantially exceeded, and into the 
bargain .we saved the lighting, 
heating and all running costs which 
used to be incurred by Saturday 
working. Wages, of course, were 
not altered. Employees were paid for 
the full week just the same. 


“ Actually, that plan has brought s 
us advantages at both ends of the 
scaler increased production 
reduced overhead costs. B 





hat, ee asked, : * brpaght » you -Jea 


to make the most direct way to mene | 
and to infuse throughout our staff a m ora 


uses for old 


Rather than another point w. 





























have been ree = 


Bonus Plan Whi ete 
Automatic Incon ive © 


“ Then there is our bonis scheme: 
that is a matter which concern: we 
selves very particularly, It is based 
on our own ideas of man aree m o 
Broadly, it is this. Wecéonsider iat. 
the shareholders ina business shoo  - 
get a definite return for her A ee 






















Srna, "Prefenence,” "Ordi 
and so onj we'll say in the nel 
hood of fifteen per cent. 
and when reserves have b 
after, we think that the 




















ave i ‘shown any “alling-off, the 


ee factory itself has been up in arms. 
e The production staff have actually 
CS sis -bombarded the salesmen. 
o os This is the finest automatic 
= ‘urge’ we have ever had for the 
salesmen. _ Like most other firms, 
we have conferences of sales mana- 
__ gers and other executives when sales 
= get a bit difficult, but nothing so 
strongly impels the selling staff to 
still greater efforts as the knowledge 

that the production side’is anxious to 
_ keep up output so as to maintain or 
increase their dividend. The sales- 
n feel that whatever they do they 



































sell. that output. Their 
leagues demand it. 

‘his arrangement has the 
van tage of not being a‘ stunt.’ It 


dependent of topical events or 
sons. It exercises a pressure 
which is steady at all times and 
becomes greater just when it is 
‘ded—when the sales decline. 

£ course, is nöt ‘the only 
nd-our sales force. 

eè a research laboratory 
ever exploring new fields, 
or our ised products, 





V e have to plan ahead of 
rers.. who pa those 










j ind in all 
ous executives have full power to 
departments. - 


‘ Every week production charts are 
submitted. to me and they are judged 
solely on results. Every executive 
in this concern, is responsible directly 
tome. There are no committees or 
S oat winding paths back to the 
supreme control. _ Everything — comes 


oe “ “Our. ne is highly competi- 
tive and I could not afford the time 
to deal with detail. My concern is 
with what is happening outside the 
business. My executives attend to 
=- what happens inside it. I have to 
watch intently the outside trends of 
= many things. « Changes in market 
o eanditions and consumer taste have to 
be noticed well in advance. 


=- “ Having our eye on such matters 
has many times enabled us to modify 
our product, to adapt it beforehand 
to meet important changes and so 
_. prevent our dealers stécking up with 





-is perfectly free to go home. 






these things our 


: an old product the demand for- which 
— was decreasing. — . Such ae aaa cee cop 


It means 
keeping a broad outlook and an open 
mind. I make it a sort of programme 
to travel around for one complete 
month in every four. 


“ On the other hand, it is not my 
policy to become isolated from the 
internal workings of the business, I 
am never ‘too big’ or too busy to 
talk with operatives and to show an 
interest in their work. I consider 
that such informal chats often 
uncover ‘little’ things which have 
an important bearing on profits. 


We avoid all routine which 
does not produce results 


“ I hate red tape. We try to avoid 
doing anything which does not lead 
directly to results. We do not hold 
meetings unless a crisis demands it. 
Above all, we observe work in the 
spirit and not in the letter. Here is 
an example of what I mean. Suppose 
an operative, anybody, a clerk in the 
accounts department, a packer or a 
chemist, finished his job by 4 p.m. I 
do not want that person hanging 
ahout pretending to do something till 
the official closing time. That is no 
good to him or to us. If the work 
is properly completed, and the depart- 
ment head is satisfied then that person 
That 
sort of thing, of course, does not 
happen all over the place every day, 
but sometimes it does occur that, 
owing to the way the work is coming 


k This sort “of ote means i 
that I must travel freely, both here 
and on the Continent. 


judged only by results. 





it ‘merely: preventa: ‘an ‘utter waste of 


time—and probably of light an io 
‘machine power as well. 


The staf 
appreciate it and know they never č 
have to exercise any subterfuge fe / 
appear busy. : ae 


‘The same when I myself walk ee 
through the departments or the: 
works. No employee, if he or she is __ 
temporarily held up, rushes to find 
some activity merely because I come 
upon the scene. I trust every 
manager to do his job and every. 
manager trusts those under him. If 
I see someone standing idle, that is 
nothing to do with me, and the 
employee, knowing he is trusted, does - 
not become embarrassed. He knows 9 
he has his job to do and that: K is: 

















“ Here is another example of: i 
we ignore precedent. A man v 
has been long in our employ aes t 
abroad to see his parents aes 
had not seen for many years. F 
asked if he. could have two. months 
holiday. We gave it him. © Lit 
things, you may say, but they ai are a 
only human—they pay us, i 
decreased overheads and | mor 
efficient production. 


“Our whole idea is to follow 
management plan which leads nọ 
only along the shortest and conse 
quently the least expensive way to 
results, but one which also produces 
throughout our staff a morale which — 
makes them anxious to give us their. 
best work.” P : 





Cee 


Any Firm with SALES - DELIVERY Men 
idea— 


could use this 


IT RAISED SALES 20%, _ 


ys Sees as and pastrycook serving 
a wide local area with (mainly) 
fancy cakes, was already doing a profit- 
able business. He devoted two weeks, 
however, to customer research. From 
the results be obtained he found it was 


necessary to slightly alter the kind of 


cakes he was sending out. The altera- 


tion increased his business by an all- 


round average of 20 per cent. 


His travelling salesmen-delivery men 
carried out this research. This confec-.. 
tioner considered that his own men. the. 
would get much better results than 
ordinary canvassers employed for. the 


purpose. And he was right. 


A deive mien tenew the technic 





information. that canvassers would: hav 
. done, 
‘delivery men carefully recorded and 
in to the se elie 


ties of the products and they knew the 
customers. Conversation between them: 
was much more easy and natural. — 

Customers answered questions more | 

readily, more frankly and more fully. _ 
They more readily gave suggestions of = 
their own. In short, the delivery man 
secured times the amount of- 














ten. 
And all this information 


The result, 

















a fairly good influx of orders. 
But a fairly good influx of orders 
is not sufficient to keep a business 
forging ahead against the strong 





s Te company has always enjoyed 






market to-day. 


-Last year we did passably well, but 
t well enough. We kept our 
position in mid-stream, but that is all. 
Jn 1933 we are going to progress con- 
iderably; we are going to turn this 
business from a static into a really 
active concern. Our plans are simple, 
but we think they will be effective. 


> In the first place we are going to 
abandon the old policy ‘of relying for 
the bulk of our orders on the goodwill 
of our respected and established 
customers. 
We have a host of these very 
valuable connections, and regularly 
these customers have placed their 
orders with us season after season. 
Ga I recently assumed control of 
: mpariy, in fact, these routine 
ust kers comprised the bulk of the 
usiness; but even here there were 
ignificant signs of a falling off, But 
what could be expected in times like 
the present? In the face of present 
competition no firm can sit back and 
expect business, however old estab- 
lished, to come in automatically. 












































Our first change, therefore, is that 

in 1933 we are going out to sell. Our 
present salesmen will retain their 
territories but they will be given a 
- considerably higher and definite quota 
which they must attain. Then we are 
marking out fresh territories in the 
new industrial areas which will be 
intensively covered by newly engaged 
alesmen who will also operate to a 

















The dert points we are re-planning 
ie routine (1) Receipt of Order; 
cution of Order; ©) Delivery 


1 ie f nods of this routine 


adverse currents met with in every. 


ell Dut > we con- i Th 


| Higher quotas for Salesmen 
on existing grounds 


New Salesmen to develop 
new industrial areas 
Smaller profit margins, 
special department to “scale 
down" quotations so as to 
offer keener prices 


New policy to make 
deliveries always BEFORE 
time fixed by customérs 


Release of cash and floor 
space by cutting raw materia! 
stock to one sixth and draw- 
ing on suppliers 

Similar gain by reducing 
finished stock and using 
quicker production 















By MAURICE STILL, 
Chairman and Managing 
Director: Lawrence, Nathan 

& Co., Ltd. 


+ 


sidered that the speed was not such as 
to constitute really first-class service 
to customers. A high-grade product 
is not sufficient these days; the 
customer wants more. He demands 
Service, with a capital “ S.” 


Our business is the manufacture of 
small engineering and electrical parts, 
particularly fine screws. The previous 
method, upon receipt of an enquiry, 
was for the estimating department to 
send a quotation right away. These 
estimates, of course, were fairly keen 
or the firm would not have retained 





the business it did, but the gradual a. 


Here is a firm which, despite the slump, had been 
jogging along on old established business. 
showed a decline ; aggressive action became vitally nec- 
essary. A new Managing Director arrived. These are 
his plans to make a BOOM YEAR of 1933— 


now beset. We shall 





At last this 









eas t every pes sible iter 
keener price. 

This expert will examin 
factor of cost: raw materini, | 
methods of operation ard 
packing and dispatch. 

If, in these researches, 
production costs. are. 
our having machinery : 
or not eoanomically i 
shall make the neces 
the way of new and be! 
or a new and more eoor 
of lay-out. 

In this way we plan 
price competition with w 













































considerat lv increase guri 












This plan will not i 
of eae hái | 










shall bei in the o: a the esti 
department by 8.30 am By 
o'clock the first estimates wii 
completed and passed on Tor gea po 00° 
down. By 12.30 this expert and. his : 

assistants will have finished the fret 

batch of revised quotations aad wi |” 

have passed them tothe management — _- 
for OLK. They wili bey footie post m PES 
customers the same dav. Ths sa 
considerable speeding up; by the oo 
method it was 24 hours at least bet ae 
quotations were posted. wea 


























we are adopting two bew 
we telephone our suppi 
materia poe. state bin twe. 


-To follow the po 





falling off of established customers they si 


proved. that our. prices were not the A 7 











value to a concern. 


a “the best laid plan more quickly than a haphazard — 


administration of it. 





Authority to run and rigidly 


„maintain the scheme MUST be vested in someone. 
Las T MON TH THE ARTICLE EXPLAINED— 
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Sne a sugges- 
| & tion plan is 
| installed it is 


of vital importance 
that it is kept func- 
tioning smoothly and 
effectively. So many 
‘of these schemes are 
started as a fad and 
allowed to die out 
after a few weeks or 
$ months. 


=- That is simply a 
‘waste of time in 
organising the thing 
A Employees 
immediately lose 
waf they find their suggestions 
or treated lightly. 


oe “There are two schools of thought 
= — concerning the personnel of suggestion 
 eommittees—one excluding and one in- 
See eluding employees below major executive 
rank. This is a point individual firms 
: must decide for themselves. Usually, 
- -members of a suggestion committee are 
appointed by the management. The 
Secretary and two or three departmental 
executives is a frequent composition, 
though often the general manager or, in 
= ca smaller company, the managing 
z | director himself, will act as chairman. 
. An optical company has a committee 
composed of the general manager as 
<o cehairman, with seven leading depart- 
> mental executives. Another firm has 
the managing director as permanent 
<- chairman, three executives as permanent 
| smenibers. and three members selected 
o from office and- works. changed every 
‘two months, In some large concerns 
uggestion committee is under the 
arge of the personal manager or the 
welfare. department. 











. ; the hands of employees. 


balance of executive and employe 


us ARTICLE TELLS YOU- 


Shk Who should administrate the Suggestion Scheme 
2. How to keep it running smoothly 

3. How to treat suggestions when received 

The best ways of presenting awards 


“Few firms place the responsibility of | 
running the suggestion seheme solely in. 
The popular 
method seems to be to have an agreed i 





Some Suggestion Schemes profitably in use to-day 
How to get employees to submit the right kind of 


What members of the staff should participate 


a 
oy 
; suggestion 
3 
4 How to assess the awards 


representation with someone of high 
management status as chairman, Em- 
ployees much prefer a really authorita- 
tive chairman; it gives them the 
confidence of knowledge that their 
suggestions really “ get somewhere ” 
and are never in danger of being blocked 
or side-tracked by some jealous or 
short-sighted departmental executive. 


While there is nothing so stimulating 
to an employee to know that his sugges- 


tion gets right to the head of the firm, — 


nothing will kill a suggestion system 
more quickly or surely than for an 
employee to discover any blocking or 
side-tracking. 


Who Shall be Eligible to Participate in 
the Scheme 


Some suggestion committees act 
merely as executive organisations and 
direct only the running of the plan. 
Others not only carry out this function, 
but also take direct action and make 
decisions. This also is a matter of 
individual arrangement. But whatever 
plan is adopted, it must be adhered to. 


The operation of a suggestion system 
involves four groups of activities: 
stimulation of employees to offer sugges- 
tions, collection of ideas, treatment of 
suggestions, and distribution of rewards. 
Each of these functions must be properly 
organised. 

The degree of employee participation 
in a suggestion system depends consider- 
ably upon the extent to which attention 
is attracted to the plan. -` Practically 
every company endeavouring to secure 
ideas from workers finds it necessary to 
resort to various forms of publicity. 
Posters 
purpose, 


about the buildings. 


= Companies having ‘employee maga: 


zines often include in these publication: 
items which give publicity to the 
suggestion plan. T ne Kodak magazine 


n be fi iinn n e features the names, heoo 
Properly r run a Saepescion Scheme can be me ense | Gee ie ‘of thasa roetis anank 


Nothing, however, will kill even An entire page of the employee magazine z 


attention on that subject. sg 


are a useful medium for this. 
These are placed near the .m 
bulletin boards and in prominent places other — 


-s handed 













and 1 freq dentis 





issued by one company is devoted to the - 
suggestion plan. The. names of... 
employees who have submitted accepta- o 
able suggestions during the: previous =o 
month, the ideas covered by their sugo  - 
gestions and the amount of awards are > 
given. To stimulate competition between 
the branches of the company, statistics < 
covering total number of suggestions and 
number of suggestions per employee mon 
each unit are mentioned. 


Employee meetings are utilised to give o 
publicity to the suggestion plan. = = 


A concern which has been very | 
successful in securing worthwhile 
suggestions from employees occasionally 
sets up displays of general — 
interest. A clever arrangement of 
posters drawn by the firm’s advertising — 
department is used to focus employe 


i Sea 




























Making it Easy for Employ T 
Submit Suggestions — 

Since ease in submitting suggestio 
encourages employees to respond to th 
plan, most firms make this. procedure 
as simple as possible. — -Naturalh 
methods used in different organisatio 
vary, but generally speaking there a 
four ways of collecting suggestions: 
through suggestion boxes, internal ma 
outside mail system and persona 
delivery. 


Most firms prefer tò use “sugges 
boxes. There is a difference of opinion 
as to the best location for these box: 
Some companies. prefer to have thi 
near time-card racks and bulletin boards 
Other concerns believe it is more satis. 
factory to put these boxes in incon- 
spicuous places, where those who wish o — 
to submit ideas may do so without being — 
observed by supervisors and. other 
workers. 


When boxes are used, a definite 
schedule for collection is desirable. The 
date and frequency of collections 
usually depends upon how often the 
suggestion committee meets to review 
submitted suggestions. Some come oes 
panies collect suggestions daily. Others 
prefer to permit suggestions to accumu-. =o 
late and make collections monthly, Spe 

A well-known oil company permits: 
employees to send in their suggestions © - 
through the internal mail. In addition, 
suggestion boxes are provided. Other 
concerns, particularly those whose 
employees are scattered over a wide .- 
area, ask employees to send suggestions 
through the post. This procedure is 





followed by the Record Cash Register 


Company. | Employees of this concern’ 
may also make delivery in person, In >o 
concerns. suggestions may be €> 
to the editor of the house o 
agazine: 2 
me plans ‘pioviae that an employee. 
has a suggestion to offer, but is not. 
of his ue a to express his ideas. 





’ 


MANAGEMENT > CONTROL - 








Here is one of the Suggestion Boxes 
used by the General Electric Co. Rules 
governing the suggestion system are 
shown at each side, and Suggestion 
Blanks are provided. 





clearly, may secure assistance from the 
suggestion administrator or some other 
executive in putting his idea into 
writing. ` 

Many suggestion plans have been 
developed to the point where employees 
must submit their ideas on a standard 
blank form. Some blanks contain space 
in whieh the suggester writes his name. 
Another type is preferred by companies 
which conceal from the judges the 
identity of the person making the 
suggestion. * This type of blank includes 
a numbered counterfoil, which the 
suggester detaches as his receipt when 
he submits a suggestion. 


How to Treat Suggestions When 
Received 


Upon receipt of a suggestion, most 
plans provide for an immediate acknow- 
ledgment by form letter or by posting 
the employee’s name or the number of 
his suggestion on the bulletin board. 
This is one of the duties of the secretary 
of the committee. The secretary of the 
suggestion committee of a department 
store notifies employees that their ideas 
have been received by sending them a 
printed acknowledgment form. Another 


POLICY ~ 


OUT OFA 








Sussestion Dian 





store sends a personal letter, signed by 
the chairman of the suggestion com- 
mittee saying, ‘‘ Your suggestion has 
been received. We thank you for your 
interest and will inform you later what 
action is taken.” A company which 
conceals the identity of the suggester, 
issues monthly a special suggestion 
bulletin listing serial numbers of the 
suggestions filed during the month. 
Suggestions should always be acknow- 
ledged promptly after receipt. 

In actually making the prize awards 
firms can adopt various procedures. A 
well-known department store informs 
each employee whose suggestion has 
been accepted by personal letter, asking 
him to call at the general manager's 
office for his award. This gives the 
executive an opportunity to say a few 
special words of congratulation to the 
employee. 

A speciality selling concern holds 
quarterly “* pep’’ conferences of office 
and selling staffs. All prize awards are 
given on these occasions, personally, by 
the managing director. 

_ Another firm encloses the prize money 
in the form of cheque or petty cash 
voucher in the employee’s pay envelope, 
posting on the works notice board full 
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particulars of the suggestion and the 
award. 


[The material upon which this article 
is based was abstracted from a report 
entitled ** Employees’ Suggestion 
Schemes,” issued by the Policy Holders’ 
Service Bureau of the Metropolitan 
Life Insurance Company_of New York, 
and it is published here by permission 
of that company. | 


— O i 
HOW BETTER MORALE 


IMPROVED OUTPUT 


By Dr. C. H. NORTHCOTT, 
Rowntree & Co., Ltd. 


e tried an experiment in improv- 
Win the morale of a room where 

manufacturing conditions were 
not simple and where a collective form 
of payment increased earnings but did 
not educate workers towards increasing 
output and reducing costs, and where, 
for reasons of the type of leadership 
within the group, the attitude of the 
workers was less friendly than in any 
section of the factory. 


We set a research investigator to work 
in this room, her first effort being to 
know the girls and the work. Because 
of her temperament, she was able to get 
the girls to accept her and to talk to her. 
In conversation she was able to analyse 
their grievances and to explain the ideas 
of the firm. By taking their grievances 
to the management, she got many of 
them remedied. Then she analysed the 
individuals on the two psychological 
grounds of capacity for leading of 
following, and capacity for co-operation 
Enquiry into leadership discovered three 
groups of leaders, one which the man- 
agement knew of since it headed all 
deputations and mainly presented griev- 
ances; the second were potential leaders 
who could easily be brought into action 
by the management; the third were 
more thoughtful individuals who dis- 
liked the first group so much as to refuse 
to help in leading. 


On this discovery, the management 
brought the second group in with the 
first group, in any conference or dis- 
cussion, and quickly dispossessed the 
first group from their position of 
authority. The investigation into co- 
operativeness revealed a large body of 
workers willing to co-operate, and the 
combination of the two ideas of better 
leadership and co-operation was so 
effective that in a short space of time the 
whole atmosphere of the room was 
changed. The management knew more 
about the individuals as individuals, 
and more about their collective reaction, 
and equipped with this knowledge were 
able to act more wisely and effectively. 
The workers ‘on the other hand were 
brought to see the difficulties of manage- 
ment and to appreciate the efforts of the 
firm to promote better relations and 
good conditions. The result of this 
piece of research has been thoroughly 
good from the point of view of output 
and costs. 


(From an address to the Bosiness Research anil 
Management Association.) 
a 





“Last Year’ s High Spot 


view of what happened in 1932. 

| Roughly speaking, the world’s indus- 

: - rial machinery ran down steadily during 
: ie first three quarters. In the fourth, 
the slowing down process was checked. 
In the case of Great Britain it may even 
be said that a slight improvement mani- 
=- fested itself. That slight improvement 
-o continues soberly. 


Perhaps the most startling single fact 
in the situatign at home is the sudden 
_ increase in building plans approved. 
Despite the Government’s economy ban 

o on State and local buildings, despite the 
abolition of the subsidy, the lower cost 
E mater als and labour allied to cheaper 
doing their work. During 
arter of 1932 contracts to the 
less than 19,000,000 were 
ed. This is almost on a par with 
eak figure of the summer of 1929. 
compares with the figure of 
000,000 in the last quarter ” of 1931. 


Some Good Pointers for 1933 


nothing tends to improve 
generally more than a rush 
ee LAs building activity 


hy is now possible to get a bird's eye 


























for 
FEBRUARY 





during the Spring of this year should be 
on a par with the boom period of 1929, 
it is clear that a good many additional 
wheels will be turned not merely in the 
building industry, but in brick works, 
steel plants, furniture factories, and 
hardware concerns. 


The second remarkable improvement 
is in shipping. The number of idle 
vessels has been reduced by 111 ships of 
over 210,000 tons, or 9.7 per cent. in the 
last quarter. At the same time the ship- 
building yards have booked more orders 
in the past 3 months than they did 
during the whole of the previous year. 
Consequently the amount of new tonnage 
to be commenced this Spring should set 
a much faster pace than. shipyards have 
been able to enjoy for a couple of years. 


Iron and steel outputs continue to 
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too bad 
year. 


Percentage Unemployed 
a start 


TLA n 












EASTERN 


Feeling is 


DISTRICT: 


report we have 
make for 


LONDON: On the whole not 
to the new 
Money continues to flow 


felt during the latter months 
of last year is still growing. 


AND SOUTH- 
EASTERN DISTRICT: 
there is little change to report. 
running high in 


WEST AND SOUTH. WEST 
Here. the same | 
happy comment applies. | 
the whole this is the: brightest — 
“been able to- 
some time: “when 3 








increase; the coal trade is doing better 
than for a year past; the output of -= 
electricity beat all records in December. 


At the same time greater activity is). 
shown in the financial side of business = ~ 
also. 1932 has beaten the record of even’ o 
1920 for the formation of new companies, 
and provincial bank clearings were up in 
December by £18,g00,000 on the 
previous year. 


People Are Buying More 


he one unfavourable feature in- 

December was a further drop in 
prices. Wholesale prices, it is true, ie 
dropped by only one-tenth of one per F 
cent., but the cost of living fell by one 
point, and it is now 5 points below ast 
year’s figure. : 


In spite of this, general fall, th 
reduction in retail trade was but 7 i. 
cent. on last year, yet the fall in th 
cost of living was 32 per cent. Allowing 
for the fall in prices, it is clear that 
people are buying more goods in th 
shops than they were a year ago. T 
is one of the most encouraging . features 
of the situation at home. 


More important still, the deien : 
cash value of sales is the smallest. fe 


wa 


ec nee 















considering the country area : 
by area. In the West, — 
particularly, revival has really 


15 2O07 ee fairly freely. Several new got into its stride. a 

20. 25% = issues on the Stock Exchange SOUTH WALES: No greit a 
have l been heavily Over- improvement is yet to be 
subscribed, and the optimism reported in this district. Coal 


is little better than previously, 
and unemployment shows few 
signs of decreasing. 

NORTHERN = DISTRICT: 
The change in this area is 
only slight. The cotton 


Here 


agricultural circles regarding situation is now more or less 

its position and it is felt, as out of the public eye and 

it is felt in other parts of the manufacturers are getting - 
country, that the Government down to serious work, but the. o0 
has got to do something about upward trend has hardly 

the deplorable state of agri-.. Started as yet. 

culture before the year has run NORTH - EASTERN 

its course. DISTRICT: Here again there 
MIDLAND DISTRICT: The is really no change. As in 
improvement continues and Wales, unemployment con- 
hopes run high. Manufac- tnues high. Coal is about 
turers of all kinds of goods holding its own, but ship- 
are preparing for a big push building is no better. 

during the next few months, SCOTLAND: Reports show 
and the boot and shoe industry that trade is definitely better. 
particularly is out to regain Agriculture alone mmaniag a 
its former glory. | as before. 


IRELAND: The election in | 
the Free State has again = 
On unsettled matters, but ino 0° 
Northern Ireland trade mains = 
tains its own and is evem 
improving slightly. | 



















‘main fundamentals for a 


country. The budget has been balanced ; 
production has again begun to increase ; 

-. building promises a rapid increase of 
. employment; retail trade is on the 


“ Conferences are not to settle 
details, but to develop 
policies, the details of which 
can be worked out later on 
by the individuals to whose 

particular province they 
belong.” 


i “itis safe to say that quite 
half the time wasted in busi- 
ness conferences and con- 
versations every day could 
be saved for more productive 
~ work if this definition were 
-= strictly observed.” 


R. O. BURLISON, 
Joint Managing Director, 
Meltonian Ltd. 








: up-grade; and the decline in employment 
= has been definitely stopped. 


We Are Getting Foreign 
Trade Too 


ooking abroad, the situation is grim 
enough. But in our own case, we 
are still increasing our proportion of 
_ world trade, although we share in the 
- general decline, 


< Extremely significant is the readiness 
. of many foreign countries to deal with 
cus rather than with some of our competi- 
tors. For example, Germany's negotia- 
‘tions. with Sweden have broken down; 
-yet Sweden is negotiating a new treaty 
-with this country. Denmark is steadily 
increasing her imports from Great 
Britain while taking less from “Germany. 
Both Holland and the Argentine, too, 
are desirous of doing more business with 
us. 


Taken in conjunction with our in- 

z> ereasing exports both to the Empire and 
¿cto the Crown Colonies, our export trade 
-would seem to be in better trim than at 
“oc any time since the war. France has lost 
= the. advantage which she possessed 

_. through her depreciated currency and low 
wages from 1921 to 1930. Prices are still 
rising in France; indeed, Paris is 
“becoming one of the most expensive 
‘cities in Europe. ~ At the same time, 
Germany’s adhesion to the gold standard 
revents her. from beating us on prices 
coal, iron, steel and a wide range of 
manufactured products. Against the fall 
‘in sterling, our reduced costs, 
benefits of the tariff 



















peed: | -currency ‘assisted by low w : | 

cee is able to beat the Lancashire cotton |, 

eas tors s Towards = Trade Revival z industry i in-all the Eastern markets. and 
Itis therefore safe to ‘say that five of the “in many. = 


revival of- 
Mate have been accomplished in this” 


our increase in exp 


a oe Be 
‘a Japan | - 



















of the Western also. 


We Still Must Have World Stability. oe 















fith our financial foundations re- aoe nto am 
enforced, with sterling controlling -2 
prices throughout the world, with EREN 


effective tariffs, with Empire trade 
arrangements operating more easily, with 
willing customers abroad, a slow but 
steady improvement seems to be possible 
to British industry throughout the- 
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13S 
coming year. ike perri 
‘ . pO RNE ae Se Da LE 
But that improvement will be slow and 135} 1 i ae cat Bi 
partial; the chaotic state of the world (23 AE JRA US A i 
makes this only too certain. For without | (sta Seat oe 
world stability, a world recovery of trade | 1 i Sofas Mere oe 


is impossible; and world stability we 
cannot have with a crippled America, an 
insurgent Germany, a panic-stricken 
Paris (the heart of France -beats more 
soundly than that of her financial centre), 
and an impoverished East. 


America’s Recovery Depends 
Upon— 

merica herself purchases upwards of . 
half the world’s raw materials, in 
some lines 7o per cent. Without her 
return to vigorous financial and industrial 
health, trade revival can be but partial. 
Of that revival there are still no signs. 


Her politicians continue to postpone 
the balancing of the budget; settlement 
of war debts may be nearer, but it is not 
yet achieved; the mortgages of the. 
farmer and the overdrafts. of business 
houses have yet to be liquidated by some 
means or another; and the question of — 











whether America will increase her 
exports and permit imports, or will | yg ṣo 
return to a self-sufficient internal ast r 
economy, remains in abeyance. Until e a 


these four fundamentals have been dealt 
with it is idle to hope for anything 
approaching an American recovery. 


France and Germany’s Positions 
Are Delicate 


o doubt the situation in France is 

much more sound than it was in 
1926; but the country has thrown away 
the chance of financial reformation 
offered by her great Chancellor, M. 
Cheron., At the moment it looks as if 
any less drastic control of the nation’s qo o 
spending will fail to get the budget 
balanced and therefore to save the franc, 
and an unstable franc tends to under- 
mine European confidence, 


In the case of Germany, industrial 
reorganisation is clearly proceeding at a 
great pace. Costs are being reduced Ly 
the improvement of technique and the 
employment of the latest labour-saving 

machinery. On the other hand, the | 
political situation is so delicate that the 
confidence of business er 
slag ite be. ; gomewh 


O MILLIONS 





-inventions and 
i A vocations 
Most of the great discoveries are the 


result ofan avocation, a plaything 
ing rest-time, says an overseas 


: The father of photography was an 
} Meeri „and of the electric motor, 


p Jace ee loca a Slee. A 
er invented the typewriter; a poet, 
1 npo a cabinet-maker, 


f e a ne se the deaf ; the 
f Roa the- night work 















a n ‘Shee cou Id ae him 
ea and what his tormented 
_the climate of good- 


publishing house was having 
sation difficulties. There was 
ling and hauling among the 
2 and the business was making 





is situation was injected a man 
with little experience in publishing and 
much experience in managing men. In 
a short time personal differences were 
laid aside and the members of the 
organisation were pulling together. 
All this man did was what Katharine 
aS Parr did: created a “ climate of good- 
will in which everybody could work 
eee effectually. 


| sy 

a Borrowed Eyes 

= One of the big dangers in running a 
-retail shop is that the management is 

prone. to assume that just because 

¿ooo everybody around the shop is tired of a 
oe or an item, the public also is weary 

a “The cure for this situation is to open 

a fresh barrel of imagination about this 

merchandise—to 






nouth, 





mits that every so - often he goe 


By ROBERT R. UPDEGRAFF 


| see if some new idea 
innot be tied to it, with a counter card. 
window display or letter, or by word Ho 
, that will giveét a fresh appeal. PP 
hhopkeeper of my acquaintance, E o eoa 














stale on his stock, makes a practice of 
getting one of his friends to come to the 
shop with him for an hour when he feels 
one of these moods coming on. They 
walk through the shop together, looking 
at the various items of stock and talking 
about them. In this way the merchant 
sees the stock through fresh eyes. He 
gets new ideas and angles which he 
works up into displays and advertising 


copy. 
_ 


Theory Must Be 
Translated 


An interesting point was made at a 
conference of manufacturers which I 
was fortunate enough to attend recently. 
Economists have mz ade a study of prices 
and as a result have worked out certain 
principles to which we often refer glibly 
as ‘* the laws of supply and demand." 

But these economic principles are 
primarily based on a ‘* pure ’’ economic 
situation—the laissez-faire of the old 
text books. Or at the very least on open 
market transactions in which prices are 
published at all times, and are able to 
fluctuate freely, 

To-day, however, 


we have 


To the Proprietors of 
“ Business,” 


Sirs, 









lost sight of. 











2 into the” more | “complicated 
facing him in industry. 


deposited £100, and for each inter 
he paid himself five shillings. 


by the time I get to the third or fo 
injected | 


i want first of all to congratulate you upon the January issue 
Anniversary Number of your magazine. 
receiving a number of really useful ideas, but | can honestly say that the 
present issue is one of the best that you have ever published. ` 


May | also add that. this is the first occasion on which I have had cause to 
congratulate anyone outside my own Company upon a success of this nature, 


| was particularly interested in the notes written by Mr. Robert R. 
Updegraff, in which he refers to a letter which has been sent out by a if. 
prominent business organisation in the United States, inviting an exchange of ae 
views on the progress that has been made during the past three years. f 
should like to see an English firm adopt a similar idea, | 


We ourselves have beaten the slump by improvements in our product, by 
economies in manufacture, and by a progressive sales. policy, and -owe are 9 jf 
sending you the enclosed booklet as an example of our sales literature, which, « FE 
as you will see, explains the manufacture of the product from the time it 
leaves the bed of the ocean until it reaches the hands of the consumer. 


Would it be possible, through Mr. Robert R, Updegraff, to secure a ote : 
of the letter to which he refers, as we feel that the idea is far too w to 


May } wish you even greater s success ‘in 1933. 






=} 


Bribing Oneself 
To Work 


In a pamphlet published i in the United 
States with the intriguing title, “Me, = 
Incorporated, ” I found a story telling > 
how one salesman managed to increase 
his commissions. He could see clearly 
enough that the number of his sales was 
in direct proportion to the numbers of 
interviews with prospects; but he was o | 
human enough to find that those extra 
interviews required an almost supers : 
human effort to make. — | ce 


























So he devised a plan- “that E 
compel him to seek more inter 
Into a special account in his ba 


another £100. So well did. he p pl 
little game with himself. that his 
sions began to increase, | ar 
a sizable surplus. He was a g 

man, but what he needed. was: a 
make himself work. So 





My personal system for making 
work on the * dull ”’ days when my 
is inclined to rebel, is to pick out 
hardest job in front of me cand | 
By that time I am warmed. up, 
next problem seems much’ eas’ 


T am postvely enjoying | meaty 


















the Sank: Fain: 
| seldom read your Book without 
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ow is one to 
H luxury or 
' #su perior 
goods to a 


SELLING THE 


“Luxury” Article In The 





applied itself to 
the problem of 
finding an exclu- 
sive selling point 


harassed middle- for the Daimler 
class public, short car. The result 
of money, hag- was the fluid fly- 
ridden by income wheel trans- 
“cies [Economy Market < 
poverty complex? simplifies gear 

Every day’s by CECIL CHISHOLM changing and 
business proves eliminates the 
that the old clutch. Here the 
methods achieve Company found 
poor results. Too that “plus” 


many of the new ideas provide even 
worse. ~ 


Not only are .the relatively poor 
definitely poorer, with more tastes to be 
satisfied, but the rich, too, have more 
demands on their resources. 


One sees the economies made by even 
the very wealthy at every turn. When 
the first big steam yacht of the season 
steamed into the bay of a small and 
exclusive south-west resort, I congratu- 
lated the town’s leading hotel-keeper 
upon his catch. 


“ Yes, five years ago that would have 
meant business for me,” replied the 
hotelier. ‘* To-day, the family cannot 
afford to run a steam yacht and stay at 
a first-rate hotel, so they are staying at 


Blank’s boarding-house with their 
guests.” 
Similarly the well-off professional 


man is spending less on each 
item, largely because there are 
so many additional items to 
meet. The old suburban house 
has possibly been replaced by a 
modern flat and an elegant little 
house in the country. More is 
spent on expensive foreign holi- 
days. The second car, the super- 
het, radio, the foreign cruise, all 
demand their share. Even ten 
years ago not a penny was spent 

on any of these things. l. 

Contact with half-a-dozen in- 
dustries proves to me that two 
major decisions are sound. 

One is that the exclusive line 
will sell to-day only if it 
possesses quite new and exclusive 
attractions. In other words, it 
must have a distinctive appeal 
over all competitors. To put 
this ‘ plus ™ value (whether it 
be merely design or actual utility 
and service) into the goods must 
therefore be the first objective. 


A second conclusion is that the 


market for very superior or 
-luxury goods has not shrunk for 


2. 


a w 


ao um 


Mone 
but these lines to-day will sell O 

ossess distinctive appeals over competitive 
This, therefore, is what the manufacturer 
must do to keep his factory working full time :— 


ines. 


a day or a month, but for years to come. 
If a larger turnover is to be done, goods 
at a more popular price must be 
produced, 


Can the superior finish and quality of 
the old lines be incorporated into models 
with fewer frills, made from simpler and 
cheaper materials? Or must much 
simplified lines, plainly packed, be 
provided? The answer may lie in the 
nature of the goods and in the market. 


How even the old concern, long used 
to the production of luxury goods, can 
deal with the situation is well illustrated 
in the case of the B.S.A. Company. This 
firm now manufactures the expensive 
Daimler and the luxurious Lanchester 
cars among many other lines. 


At the annual meeting, Mr. A. H. 
Pollen, the Chairman, explained that for 
some years past the Company had 


6 POLICIES THAT ARE 
GETTING RESULTS TO-DAY 


products 
Y if they 


IS being spent on “ i IA 
L 


Add an exclusive novelty feature as a 
“plus” sales value to very expensive 


lines 


Use the same feature to introduce 
cheaper lines to former market and to 


more popular markets 


Manufacture smaller units at propor- 


tionately lower prices 


Devise a larger value-for-money unit to 


be sold profitably at the old price 


Manufacture a small special line for 


the low price multiples 


Market cheaper lines boldly along- 
side the more expensive, 
necessary under a separate brand 


value which will sell luxury goods to the 
wealthy in -the teeth of the worst 
conditions. 


So one part of the problem is solved. 
But the device itself will be used for a 
new small car, the 10-h.p. Lanchester, 
which will sell at only £315. Here we 
have an exclusive novelty used to make 
a market for a line cheaper than any 
ever before offered under the Lanchester 
mark. It is, therefore, designed at a 
stroke to meet the needs of the old 
customer needing a cheaper car and ol 
the new customer wanting an exclusive 
name at a popular price. 


Some concerns would have felt that 
they deserved well of their shareholders 
by these adaptations to the new situa- 


tion. But they represent only one part 
of the B.S.A.'s programme. The 
Company needs a big output on mass 

production lines to keep the 


Birmingham factory at full load. 
So a new 10-h.p. B.S.A. car has 
been designed to sell at only 
#240. Here the Company is 
tapping all but the cheapest car 
market; and again the new fluid 
fly-wheel transmission wil! be 
used as a selling point. 


It is possible that even without 
the new feature the B.S.A. car 
at £240, were it merely a shade 
ahead of competitors in one or 
two directions, would have met 
the situation. But the Company 
is not afraid to give its smaller 
customers novelties incorporated 
in its most expensive models. 


The result of this programme, 
along with the equally energetic 
measures on other lines, is that 
the Birmingham factory will be 
fully occupied at an early date. 
Here is a bold answer to the 
question—can the maker oł 
quality Sse go inio the 
popular field without using the 
caché on which he sells hig 


i 


if 





ř 1 the E problem oi of the Tan E ‘i 





-Shoe Company solved it by giving their 
few and cheaper lines a separate brand 
mame, “.Delta.’’ To-day, the two brand 
names are linked, both in advertising 
eee and in window display. 


Terry, of York, have met it extremely. 


ee cleverly during the past two or three 
years. They have secured national dis- 
tribution on the widest scale for their 
rather expensive chocolates by the simple 
process of packaging them in small 

units... You” may buy a quarter-pound 
© packet of Terry’s chocolates for a 1s. 
aes anywhere. The result is that Messrs. 
-Terry's must be selling thousands of 
quarter or half-pound packets to people 
who formerly bought half-pound and 
one. of less expensive 


















































ondon publisher has been one of 

nost “brilliant experimentalists in 
<Mr. Victor Gollancz pub- 
rather superior type of book. 
iors of his fiction might almost 
led. Mbron. He rarely or never 
fishes a “shocker.” Yet he is 
building up S sales while other pub- 
hers “find things extremely difficult. 


argely, Mr. Gollancz has done this 
jlutionary methods. Instead of 
“package at a lower price, he 
sd a much larger package at 
price. 
lays. are notoriously difficult 
that. reason they are usually 
s. 6d. each. Mr. Gollancz 








Si 1e very superior firms have taken 
an easier way to meet the shallow purses 
: of the publie. P 


es ‘Manufacturers of very high-grade 
garments, knitted wear, cosmetics and 

gadgets are now making special lines 
_ for Messrs. Woolworth and Marks and 
Spencer. Since either of these concerns 
igs capable of. selling one to three 
a thousand a week of a good line, which 
= may only cost 6d. at Woolworth’s or 
58. ard. at Marks and Spencer, the risk 
os obviously worth taking. 


es Perhaps in this country we are all a 

es ne too much impressed by the 

- importance of prestige. Because we 

sell to the West End trade we are apt 

to be afraid of the village shop and the 
Lancashire cotton: towns. 


' tually, village sales would appear to 
t as high at this moment as those 
West End, while the latter are 
vetter than ‘those of London suburbs. 
Six -months ago 





better than the West End. 
attribute the swing to the more. intensive 





| Nearly way years ago ‘the Lotus 


r offers an omnibus contaimng 


| the situation was 
reversed and the suburbs were doing 
L should. 


efforts on the part of the great stores 





But the great. stores- themselves are 
superb examples of flexibility of policy. 
Notice how Harrods merchandise their 
whole institution on the lines of 
“ saving.” Incidentally, they have been 
able to get the value-for-money atmo- 
sphere without recourse to the bargain 
basement. But not all the stores 
catering for the moneyed classes have 
shown themselves so deftly adaptable. 


Perhaps the best examples of this 
adaptability are in the new industries. 
I have cited the B.S.A. in the car 
industry. No wireless maker who. is 
making a so-guinea radio-gramophone 
to sell in Mayfair appears to be in the 
least self-conscious about selling a small, 
simple, six-guinea set in Brixton. Nor 
will he scruple to advertise the two sets 
together in full pages of the great 
national daily papers. 


More remarkable still is the energy 
with which the young manufacturers in 
this industry force their policies upon 
the retail trade. Wireless dealers are 
naturally a little sore about the recent 
heavy price cuts and commission cuts. 


-$ 


THis £15 PLAN... 
Sold £400 Wo rth of Be 


ooks on insurance are not gaei 
looked upon as best sellers, even 
among business houses, yet by means of 


one circular letter, plus a few specimen 


pages of the book sent to 1,434 good 
prospects, a well-known publishing 
house sold 1,777 volumes. 


The cost of the mailing was roughly 
£15, the value of the return approxi- 
mately £5400. 


The circular letter was not headed 
with the name of the publishing house 
as the main feature. Instead, printed 
very boldly as a heading, was the selling 
message: “ Help Your Agents to Sell 
More Insurance.” The name of the 
publisher followed, in one simple line of 


small type. The letter itself ran as 
follows :— 
Dear Sir, 
You, no doubt, are always 


interested to hear of any new way 


to help your agents to sell more © 


insurance, 


So I would like to bring to your 
attention a new book 





~ salesmanship... 


It has been’ well received by the 
Insurance Companies. We have 
aes over 3,500, copies. this year . 





reference, they are. given in. ‘the 


E prospect; ; a prospect is always interested 


called t° <i can apd about ieee 


“ Selling More Life Insurance,” by < 
, the well-known authority c on N mad 









cent. plus. 30 to 27k “per “canta” 


certainly being drastic. This is- wh 
Mr. Murphy did a few weeks ago, 


Yet how much. better ~to get. ihe 





shelves clear and to keep the factory ; . 
busy rather than to cling to high prices! a on 

Similarly, the wireless manufacturer __ 
does not hesitate to pass on his latest 


* plus.” 


point to his smallest customer. 


Some industries would have kept the ae 
moving-coil speaker to expensive luxury 


motlels for years. 


Yet to-day we see the 


wireless manufacturers offering a per- 
fectly good moving-coil speaker with sets. - 


priced under seven pounds. 


This continual effort 


to provide 
bumper value for the small buyer is at 


the heart of the amazing success of the- - 


wireless industry. 


It is one of the 


policies which have kept their factories- 


busy, while others have stood idle. 


These methods of meeting the diffi 
culties of high price in an economy. 


market may be worth listing 


type panel in this article. 








You can. ‘see 2 for ‘yourself from ti 
pages attached _ what | ‘book 
like. It deals with y 
is and does, the ‘Agen 
to find r hov 
answer objections, and: 0C 


It abounds with ideas, and i 
most interestingly written, 
cost is only gs. post free. 













z The . 


Why not have your Secretary a 


send for a copy to-day? — 


Yours sincerely, 
SaLES MANAGER. 


P.S.—You might find, as others: a 
done, that itis a good book —__ 


to give to your men. 


For. le — 


this purpose we have special 
prices—6 copies, 4s. 6d. each; 
12 copies, 4s. 3d. each; and 


25 copies, 3s. gd. each. 


Note that 


“You,” not 1." You means the 


inal; ito was obviously. a la 
signed; ugh dadd 
atche 






3 But did it x 
itself, 


the letter: begins with | : 
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Want 






Here are the Author and his Sales Mana 
the type of light aeroplane which they will 


their tour of overseas markets. 


er with 
use for 
In the foreground 


More 


Foreign 
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Business 


i 7) During 1933... 


This Is How 


We PLAN to GET it 


is one of the special samples which will be carried 


business in overseas markets to-day, 

the British manufacturer must go 

rsonally, or send’a salesman who in 
evéry way adequately represents him. 
The Prince of Wales has many times 
emphasised this message to business 
men; and of the wisdom of such a 
policy there is no doubt whatever. 


There is still, however, a great 
majority of the smaller manufacturers, 
proprietor-manufacturers, who say: 
“ Oh, yes, all very well for the big firms 
who can send picked executives, or the 
chief himself, overseas without weaken- 
‘ing the forces at home and without 
gambling too much with the financial 
outlay involved, but it is a different 
proposition for firms like ourselves. At 
home the proprietor-manufacturer is in 
most cases the motive power, the main 
driving force of his production and 
selling, and the guardian and manipu- 
lator of his finances. How can he leave 
‘the helm and go abroad for three or six 
months and hazard the best part of a 
thousand pounds in a market venture ? ”’ 


That is+the years-old poser which the 
small or medium-sized British manufac- 
turer has trotted out as balm to his own 
conscience for electing to stay comfort- 
ably at home with his nose complacently 
down to the routine grindstone, instead 
of facing the breakaway from stereo- 
typed ideas which is called for in a real 
bid for foreign markets. 


|: is realised definitely that to get 


We no Longer Shelter Behind 
This Old Alibi 


We ourselves have been guilty, in the 
past, of using this old alibi. I myself, 
as proprietor and technical head of this 
business, have said that I cannot go 
away because my affairs may become 
disorganised as soon as I direct my 
attention elsewhere. But that is a false 
idea if the business is properly managed, 
and I am going to prove it this year. 


I am going to pack up and go abroad 
to consolidate and increase our markets 
in Egypt and as much of the Near East 


as can reasonably be covered in approxi- 
mately fourteen days—and I am going 
to do the bulk of the travelling by air. 


In the past we have had a certain 
amount of sound overseas business 
which we have secured through adver- 
tisements in British trade papers with 
overseas circulations. But ours is a 
technical business: electric battery 
charging plant, electrical transformers, 
and so on. Apart altogether from the 
advantages to be gained by myself, as 
head of the firm, going personally over- 
seas, one of the main factors which 
made me decide on the trip was a 
realisation that technical apparatus such 
as ours needed something more than 
mere printed advertisement to place it 
satisfactorily in markets abroad. 
Apparatus sold, but erected and run in 
unsuitable conditions would be no testi- 


monial for us; very much the opposite, 

in fact. I aim, therefore, to 

discuss personally with pros- 

pective buyers, all the tech- 

nical problems involved. : 
This 


We are going to tackle this 
campaign from two angles at 
once. 


Two of us are going to 
undertake the trip: Mr. E. E. 
Wilson, our Sales Manager, 
and myself, I shall look after 
the purely technical side, and 
my colleague the sales. 


There is a definite reason 
for our going together. We 
consider that we shall have 
much more influence over 
prospective customers in this 
way. Our Sales Manager, 
naturally, is fairly well up in 
the technical side of the 
business—he has to be. But 
when discussing material like 
electrical transformers, to a 
buyer whose plant is perhaps 
3,000 miles distant from the 
seller’s factory, and 100 miles 
away from the nearest local 
depot where engineering 


Aid prospects with full 
advice unbiassed bY the sales angle 


by H. G. WILSON 
Proprietor, Partridge, Wilson & Co., Leicester 


supplies can be bought, a salesman’s 
talk is apt to be very much dis- 
counted. To have also on the spot a 


technician who is a specialist in the 
installation and subsequent operating 
problems which are likely to arise, and 
who has no apparent biassed interest in 
the sale, therefore adds considerably to 
the buyer’s confidence. He realises 
that he can thus get assistance in 
purchasing the plant best suited to his 
needs and also it is impressed upon him 
that ** here is a firm which is willing te 
do something more than just sell me a 
product,” and he is therefore the more 
likely to become a customer. 


We Expect Good Results from 
this Sampling Idea 


Another way in which we intend to 
assist our “‘ prospects ™ to make up 
their minds on the spot is by means 
of samples, It is very rare indeed 


for a manufacturer of transformers or 
other heavy (Continued om page 35) 


Proprietor - Manufacturer 


realises that the only way to 
increase his foreign markets is to 
GO OUT THERE, PERSONALLY, 
and secure them. 
decided to :— 


He has 


Use the B.1.F. to make acquaintance 
of visiting foreign buyers before 
calling on them in their own 
countries 


Travel by air liner to his base and 
use a light aeroplane for covering 
the territories 


Carry specially -made small - scale 
samples of heavy goods 


technica! 


a 
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Filing Cabinets The hall-mark of all 
4-drawer quarto rie i bont in steel 
(without Tock) urniture. 


£6 .6.0 


NG Art Metal 


\_ Steel Sigel Ofice Furniture Furniture=// 
TONDON 





Showing at the 


BRITISH 


INDUSTRIES FAIR 
Olympia, London, from Feb. 20th 
Grand Hall Stand No. B,12 round Floor 





Sectional 
Bookcases 





— ji , 


E. 
HPF HHI 
HEITIR EN 





Cupboards 


ea OU will want to learn about all the 
36° X75 X18" £6.1.9 


latest developments in the steel furni- 


ture industry, so do not fail to visit the 
Art Metal Stand. 


Not only will you find the usual complete 
range of files, desks, cupboards, etc., but also 
some outstanding new items. ‘There are the 
new waste-baskets with fluted sides, available 
in many attractive finishes—the “ Deskette,” 
the new “ home office ’’—new and improved 
Sectional Bookcases — and a whole heap 
of other things you have never seen before. 











Desks and 
Office Accessories 
Say oe” * If you are unable to visit the Fair send 

for a copy of Catalogue No. 60. 


Art Matal 


CONSTRUCTION COMPANY 


Wastebasket 7/6 


Offices & Works : 201 Buckingham Palace Road 
London, S.W.I 


Showrooms: 31 Kingsway, London, W.C.2 


Telephone : SLOANE 5201 (6 lines) 
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Come to 


inception in 1915, the British 

Industries Fair has grown in area 
and importance until this year, 1933, 
the space occupied by exhibitors’ 
stands is already a record, 60,000 
square feet more than in 1932. 


Q coe year by year, since its 


Last year the Fair was held at a 
time when manufacturers, while 
hoping that conditions were improv- 
ing, were not in themselves convinced 
that things really were so good after 
all. Yet at the Fair they did a record 
amount of business. 


This year, it can be said without 
exaggeration, that things are better. 


^ There certainly is still a lot of political 








ncertainty “and “ jiggery-pokery ’ 
oing on which does not help commer- 
development, , but everywhere 
trdde is on a more solid basis, par- 
ticularly is more activity and con- 
fidence being shown by that vital 
factor—the overseas buyer. 


The 1933 Fair, therefore, should 
break all existing records for genuine 
interest and solid business. It repre- 
sents the greatest combined selling 
effort of Home and Empire business 
men ever yet staged. In conjunction 
with the British public’s greater 
determination to buy Home and 
Empire products of all kinds, the 
Fair this year should be a tremendous 
factor in helping manufacturers 
definitely along the road to a trade 
revival. 


One of the most important changes 
which will stand out in this year’s 
Exhibition is the much greater space 
and prominence given to displays of 
the “tools of business.’’ That is, 
apart altogether from consumable 
products, business equipment to make 
the management and control of all 
business routine easier and at the 
same time more speedy and accurate 
will assume its rightful prominence. 

Executives of every class of 


THE 





1933 


The B.LF. is itself the biggest 
sales-aid ever staged for Home 
and Empire products. But as 
additional aids to “sell” the Fair 
to all the world there are these 
incentives :— 


Free visas to buyers from 


countries abroad 


Reduced fares on certain foreign 
and ALL British Railways 


Reduced fares on certain Steam- 
ship and Air Lines 


Interpreters at all sections of 
the Fair 


A Club for Overseas Buyers at 
Olympia 


Direct communication from 
Olympia by wireless and cable 
with all parts of the world 
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FAIR! 


business, from the one-man mail orde: 


house to the great corporation with 


world-wide activities, realise to-day 
that the equipment of managerial 
departments and of all their clerica! 
adjuncts must be as carefully and 
scientifically planned as any work- 
shops of production. To-day it is 
known that the office must show a 


yearly profit, just as the factory must 
do. s 


At the Fair will be seen the most 
comprehensive range of this modern 
business equipment ever gathered 
under one roof. Complet@ automat 
mechanised accountancy, with visible 
means of sales control such as has 
never in the past been available for 
the sales executive will be ranged side 
by side with the latest appliances 
which not only remove all the 
drudgery from office routine but 
which also doubles its speed and 
increases its accuracy. This collec- 
tion of equipment will reveal to the 
business man that he can conduct his 
business on facts and accurate fore- 
casts instead of having to be content 
with histories of week, month or year- 
old happenings. 


Business men from all over the 
world will see how British engineer- 
ing brains have made the management 
and control of business the infinitely 
effective and flexible factor which is 
necessary to wrest success and bigger 
profits from the much more exacting 
conditions of to-day. 


Readers of this paper will find it 
well worth while to visit the B.I.F. 
for the sake of the Business Equip- 
ment section alone. 


So far as the exhibitors themselves 
are concerned, an opportunity which 
proved so successful last year will 
again be a feature at this Fair, and 
that is the enormous possibilities for 
business which exist as between ong 
exhibitor and another. 


Pert a ia err ir a5 err as 


IN ao 
tas 
















; i it t not true A most of t e packages in which comm s are of 
retail sale are ugly and unattractive and outrage all the canons. of modert 
If this is so, it is the task of all concerned to support the movement w 


the Royal Academy are making for the raising of the standard of Art 1 in 1 the : 
Industrial World. = 


ee oe ale STAND ‘With this in view, WE, as producer s of boxes, have secured the co-operate : 
— B44 of several menibers of the Royal Academy to assist our Designers in the ae 7 
oe IN THE BRITISH duction of Boxes more in keeping with Modern Art. a 


a INDUSTRIES FAIR WE think economy in the cost of the Design ofa Box intended to be distributed : 




















AT OLYMPIA | Widely is expressed most truly in buying the best Design for its purpose, and 

| -WHERE 300 nothing but the best. ; 
ORIGINAL Ugliness repels, beauty attracts, and your new box, artistically perfect, with a _ 
DESIGNS — design suitable for its purpose, will create goodwill wherever it goes. = 


| WILL BE ON VIEW YOU, as a user of Boxes, can give effective co-operation by regarding the cost : 

I of a Design as an Advertising Expense and not as a packing charge. £50 is 
probably a mere fraction of your Advertising Appropriation, yet £5, £10 or 
£50 according to the nature of the design, will provide you with one from th 
finest brains in the country, and its first cost will be its only cost, whilst th 
benefit will be felt as long as the commodity is being sold. 


ROBINSON & SONS: 


Producers of High-Class Cartons and Boxes ee 
CHESTERFIELD AND LONDON 


























2. The Principles A Money | 3. Office Tonik and A. The An of 


ee | d Bankin | Stand Fe a ` Mana; in 
FINANCE, the basis of all busi- sae ene 
- Profits dopad upon effective finan- | ness, needs understandin g by every Business men have found that Forms a a cdinglete inruim 





; “Applied Business 
S inance. 





| wing L this Took F author progressive business man .. , and | it pays to train office workers, E apan er eer 
See OW ines the rinciples of financing | a 100- > policies and plans and organisa- 
4 which act nally arise from day to ners ia thie) prime: book on. the | Sadie 10) pene to Dracaael | tion methods and ideas that 
| day in the operation of the average | $ 
business concern. The entire book 

| is devoted to. those principles of | 
financing which apply in the small 
gn medium sized concerns, limited 


subject. Inanabsorbingand prac- | volume comprises a well. | 

a a the author draws rounded course of modern 

aside the curtain, as it were, and | routine for them. It should faa Soa 

takes you ~ behind the scenes,’ | find a place in every office that others, and that will do the pe 
showing you the influences that | aims at progressiveness; it | Doge to i if applied at aie oe 

Se ath ilas th affect the currency of leading | fulfils the need of every office- | © Your business. Ae 

amy ae Te ail ose prin- | countries. worker, and can be used to | Here is an intensely peaction ee 

T h peni 9 WH Concerns, | While this book is divided into four | high advantage for demonstra- | Book on a subject of vital [ 

< of waether Jarge or sma parts, a certain unity has been | tions to groups of assistants. | concern to every business man | __ 
"| Most books on finance have | maintained. This unity is to be | The volume covers a wide field, | —a logical, analytical survey of- 

-| emphasised original . promotion, | found in the relationship between | explaining the best methods to | not. only general management 
underwriting, and historical re- | finance on the one hand and prices | adopt for every phase of office | | policies that have proved their 
= geiverships.. In Applied Business | on the other. That prices are the | work, from folding letters to | value through long years of use, 

Finance the problems of financing | pin-pricks which motivate and organisation. Undoubtedly this | but also the specific ideas and. 
are specially regarded from the | regulate economic activity is a | is the most practical text-book methods of executives of un- | 
point of view of business ad- | subject no longer open to debate. | ever penned upon its subject. | questioned authority: “pnd ee 
ministration. Price 30s, Price 25s. Price 10s. 6d. lability. Price 6s. 6d. 


ven snes POST THIS COUPON NOW- 


Shaw Publishing Co., Ltd., 6, Carmelite Street, London, ECA 
| You may send. me -— 


are actually now in use, bring- ss: He 
ing profits and prosperity’ too de 

















ee Chaiging conditions bring their fresh set of 
‘| -problems-—financial considerations — ques- 


~ | _ tions of training, organisation and manage- Applied Business Finance... ....... E Principles of Money and Banking. . 
ment —problems for reducing costs .... | Training and Standards my : Managing i... eiretie AR 
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HOW WE 


CONTROLLED STOCK of a 


o-day’s sales are to-morrow’s orders. 
Fail to make those sales from any 
cause whatsoever and orders are 


\lost—profit is lost. 


Yet how many sales are lost directly 
as\a result of insufficient stock control? 
Take shoes, take * any commodity 
depending upon retail consumer action 
for its sales. When a salesman says, 
“ I’m sorry, madam, but we haven’t got 
it in stock,” that is an admission of 
failure, If any article is sufficiently 
popular to create public demand, a sale 
is surely lost if that article is not to 
hand immediately. The secret of 
success is, therefore, efficient stock 
control to ensure that goods are at hand 
—on demand, 


The stock control method which I 
had to devise had, above all, to ensure 
that all goods throughout our retail 
selling organisation were always ready 
—on demand by the customer. 


Perhaps it is only fair to point out at 
this stage that accounting machines 
played a most important part in this 
particular system of stock control; it 
was only the amazing flexibility of the 
machine system which enabled me to 
adapt it for this particular purpose, 


We had one hundred and sixty retail 
branches scattered over the country, 
served by huge factories turning out 
thousands of pairs of shoes a day— 
shoes of all types and sizes. Then, too, 
there was the warehouse carrying 
thousands upon thousands of pairs of 
footwear of every conceivable style. It 
was a. stiffish problem satisfactorily to 
account for this huge stock and its 
efficient distribution. 


We Had to Avoid Loading Branches 
with Routine Detail 


Before we evolved our system it was 
necessary to contend with several 
factors. The most important was the 
human -factor as represented by those 
who would operate the system—and 
more particularly the factor of the 
retail branch managers who would 
naturally act as an important pivot in 
the scheme. 


We knew it is impossible for a 








MILLION SHOES 


by E. L. MARCUS 


Statistician to Jenson & Nicholson, Ltd. 
(Formerly of a Well-known Shoe Manufacturing and Selling Organisation.) 








Here was The Problem 


Create a strict stock control for Head 
Office over 160 Retail Shoe Shops. 
It must be a simple, foolproof, fraud- 
proof system to ensure automatic 
re-ordering by branches; system to 
indicate stock position at any branch, 
series of branches, or concern as a 
whole 





manager, as such, efficiently to manage 
a branch and also to maintain a com- 
plicated set of records. In planning 
the system of stock control that was 
ultimately adopted, therefore, it was 
unanimously agreed that branch mana- 
gers should not be charged out with 
the wholesale value of stock, but with 
the retail selling price. 


The object of this is at once apparent: 
the method is an admirable protection 
against fraud, as it removes any tempta- 
tion on the part of the manager to 
“ lose” stock. A branch manager 
knows only too well that if he is short, 
he will have to replace by the full retail 
value, whereas a replacement at whole- 
sale prices leaves open a temptation for 
fraudulent conversion of stock in so far 
that the difference between the wholesale 
price and retail price could remain 
unaccounted for. 


To examine the system of stock 
control in detail. We will commence 
from the point where the order for 
stock is placed with the outside sup- 
plier, then we will trace the movements 
of any one pair of shoes from ware- 


house to customer, noting each step in 
the plan. 


Simultaneously with the placing of 
an order on the outside supplier, two 
cards come into use. One is a red card. 
The other a buff card. (See illustra- 
tion.) It will be noticed that each 
carries a series of columns in which 
information is recorded in the form of 
punch holes, 


This information can be summarised 
as follows :—1, factory upon which order 
placed; 2, style; 3, colour; 4, last; 5, 


heel; 6, material; 7, cut; 8, fitting; 
Q, size; 10, selling price. 
When this information has been 


transferred to the cards (red and buff), 
they are placed in a file marked 
“ Factory on Order.” Upon receipt of 
the shoes from the factory, the red cards 
are taken from the file and sent for- 
ward to the receiving department, 
where they are sorted into style number 
to prepare for the next step. Each box 
of shoes received from the factory is 
opened and the red card relating to the 
contents is slipped in and the box 
re-closed. 


This Arrangement Ensures Automatic 
Replenishment of Stocks 


Take a typical box of shoes and open 
it. Here is the red card and if we check 
it we shall see that the information 
carried on the card coincides with that 
on the box label. The remaining cards, 
the buff cards, are then transferred to a 
Warehouse Stock file, indexed in style 
number order. 


As stock leaves the warehouse, con- 
signed to variou® branches, the stock 
control department transfers the buff 
cards in the ir game stock file to the 





When a. Lanch makes a sale, the 
salesman before parcelling 
the goods, abstracts from 

the box the red card pre- 










Id, : necessary to mark the 
card ** Do not repeat ™ for the necessary 
adjustments t to be made. 


ko the. aith ay fer he ee from t 


branch file to the sales file. 


analysis of the system- wil 
clearly indicate that we have 
achieved several objects; for | 
instance :—(a) Branch rese 
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2 same time. 


At the daily close of busi- 
ness, the cards are placed in 
pecial envelope bearing the 
identification number, 
> head office. 


rrival at the stock 
partment, cards are 
d with branch numbers 
ording to branch of origin. 
utomatic sorting by machine 
enables an extract to be made 
gales for each branch, sub- 
ded into. style, size, etc. 
copy. of this is made for 

branch in duplicate, one 
g to the warehouse, 
d it as a Replace- 
for the branch, 
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This Board 


essential for each group of workers 
o to have at all times a supply of all 
ce ie parts. used in the process. Short- 
age of a single piece will hold work up 
as surely as lack of several pieces. 


: _ | essentiat work of any kind, it is 


a To ensure that all assemblers will 
ive their materials when they need 
m, a: well-known motor-car com- 
ain ains stock shelves in the 
each assembly group. 

is ke pt a full supply 
RATE: used by that 
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This routing diagram illustrates the progress of Cards through the 
various operations, culminating in a permanent statistical record 


made by automatic machinery. 


Saves Time 


and Confusion 
By E. STICKLAND 


shelves, labelled with the stock 
number that identifies It. 
The kit board serves more than 


one purpose. Tt removes all chance 
for doubt or dispute about what parts 
belong in the shelves. If a new 
employee delivers them, he does not 
have to bother the foreman with ques- 
tions, or blunder along making 
mistakes. Or, if a foreman sees that 


a mistake is being made, the person 
bringing the parts has no room for 


argument. " 
The board also serves to teach | bot 
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_for our “ kit-board ts in ale : 
_room. - 
pena for apprentices) and d 









h stration 
men and | focemea the o official numbers are gi 


known in (1) total, and/or {ay 
by branch or branches. oe 
Detailed stock accounts can be 
compiled for any branch or for 
the business as a whole. 


So far, we have not. allowed 
for those contingencies whi 
p are a feature of- every 
trading: * Custome 
turns,” “ Seasonal: Re 
and “ _Inter-branch 
fers.” ‘All these ca 
ably recorded by. t 
control department 
have. been. notifi 
of- special for 
. for the accurac 
and also. for | 
return is- placed -upo 
branch, in the cas 
branch transfers, n 
tranšfer,. 
























































storekeeper, who tours the assemt 
departments with a trolley fitted with 
tiers of shelves in which. supplies o 
the parts are stacked in trays ve 
identified with the appropriate part o 
numbers. ae 

No workman, however, is allowed 
to remove for use any component | 
from the stock trolley. .. The store~ | 
man may only fill the stock shelves as 
required, and he keeps a careful note _ 
of what he issues and. ‘Wier ee 
collects at the end of the day. a 
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PRODUCTION METHODS and EQUIPMENT 


PLANS and 


Ideas 


Which Are 
CUTTING COSTS 


„These effective plans are actual instances 
observed and recorded in various industries 


by the 


National 
Psychology. 


Institute of Industrial 
In principle they can be applied 


to practically any business 


CONVENIENT SEATING 
INCREASES OUTPUT 


From the time the factory was opened 


Vos years ago operators in the depart- 


ment where spoons and forks were 
polished had done their work standing 
up No significance had been attached 
to the fact that towards the end of the 
day ‘output declined, in fact this 
diminished efficiency was not even 
noticed until a new executive ordered 
time studies to be made, prior to 
installing a new routing septem. 


This matter of falling output was 
carefully observed. No mention of it 
was made to the operators themselves, 
but a seat of a convenient height was 
given to each. Observation was then 
taken over a period of two weeks. The 
average daily output was found to have 
increased by 144 spoons and 177 forks 
per worker. 


THESE CHAIRS 
HAD NO LEGS 


A steel manufacturer also introduced 
seats to eliminate fatigue among 
workers who stood more or less in one 
position. There were certain of the 
workers, however, who had to manipu- 
late long steel rods under a mechanical 
hammer. While these men preferred to 
do their work seated, they frequently 
found that the long steel bars fouled the 
legs of the chairs. When the chair legs 
were cut off and the seats suspended 
from an overhead girder, with a 
* counter-balance ’’ weight to enable 
them to be adjusted to varying heights, 
output was increased 30 per cent. 


HOW NOISE 
INFLUENCES OUTPUT 


An interesting experiment was re- 
cently carried out in a newly-erccted 
factory in outer London. A group of 
experienced operators was watched as 
they assembled temperature regulators. 
Their work benches ran alongside a 
noisy machine shop, which was screened 
off only by glass and matchboarding. 
In an hour the group assembled eighty 
regulators, in which there were sixty 
imperfections. 


Without being told the reason, the 


same group was transferred to a much 


quieter spot in a distant part of the shop. 
Their output unconsciously rose to 118 
assemblies in the hour, and there were 
only seven imperfections. 

This whole department now is separ- 
ated from the machine shop by a sound- 
proof partition. 


BETTER LAY-OUT 
BIGGER PROFITS 


In a wireless factory a careful study 
was made of the assembly process for 


25 


variable condensers. The flow of work 
through the section was found to be 
uneven, and the positions of the girls 
engaged in the different operations in- 
volved much carrying to and fro ol 
goods. The percentage of rejections was 
high, and time was wasted by each gir! 
attempting to test her work according 
to her own standard before passing it on 
for the next operation. 


The following improvements were then 
introduced ;— 


(a) New lay-out of section to give 
better production flow. 


(b) Gear assembly divided into two 
operations. 

(c) All individual testing 

(d) Special devices provided to facili- 


tate mounting ball bearings and running 
nuts on to stems. 


eliminated 


Prior to the investigation, the average 
labour cost, taken over a period of five 
weeks, was 5.85d. per condenser. This 
figure fell steadily as the changes were 
introduced, and eventually gave the low 
figure of 2.75d. per unit, a reduction of 
51 per cent. in the labour cost per unit 
Whilst the total weekly labour cost of 
the section was raised by only 12 per 
cent., the weekly output increased from 
an average of 550 to 1,150, an increase 
of 210 per cent. 


AUSTIN FINDS 


5 NEW USES 


few years ago the purchaser of a 

‘mechanical product liked it to be 
‘* complicated ” and needing a lot of 
understanding to make it work, This 
applied particularly to the purchasers of 
motor-cars, who loved a dashboard full 
of dials and gauges. A range of 
mysterious-looking instruments, of 
course, implied, to the uninitiated, a 
sense of deep mechanical learning on 
the part of the owner. In fact, in those 
days it was one of the selling points to 
load a car up with important-looking 
accessories. The more it looked like 
the control board of a power station the 
more readily it sold. 


To-day things have changed. The 
simpler a mechanical product can be 
made, the more easily will it sell. 
Motor-cars, radio and aeroplanes are 
all tending towards ‘** single-knob 


— * 


FOR A PENNY 


control.” Manufacturers are diligently 
searching how to eliminate every 
possible thing which needs adjustment 
or calls for attention on the part of the 
user. 


Austin Motors have just achieved 
another remarkable step in this direction, 
Five screws which periodically need 
attention have all been standardised so 
that they can be turned by a penny held 
in the fingers. This includes removal of 
hub plates, sidescreens, tyre-valve caps, 
headlamp screws and distributor clips 

This removes the necessity of hunting 
in the tool box for a screwdriver, usually 
found in a nice oily condition when one 
particularly wants to keep clean. Small 
as this idea may seem at first, it is a 
sales point of fir importance, and a 
factor which also helps to simplify 
production. r 


































Phe Patents and Designs Act, 1932, 
< § which came into force on November 
“ast last, makes important changes 
-in the law relating to inventions and 
industrial designs of special interest to 
_ business men and manufacturers whose 
work brings them into contact with 
novel developments in commerce and 
industry. - 
The new Act gives three months’ extra 
time for (a) filing complete specifica- 
- tons afte» provisional specifications; 
(b) accepting complete specifications ; 
and (c) sealing patents (still longer for 
sealing | in certain cases), and is retro- 
It will, 


in these respects, 


gé 


pplications cannot at present be 


"ith which can nevertheless 


Some of the chief points in the new 
cwhich will make a direct appeal 
industrial interests are: the longer 
Jod allowed for the filing of a com- 
specification after the filing of a 

bo specification ; ; the power 
vomptroller to refer, in 
into novelty of inven- 
¿British patents, as 
o other documents; 
‘of the remedy open 
“whom threats of 
are issued; and the 
registering slight 
of Previously registered 


d Now Allowed for Filing 
£ mplete Specifications 


oe Previously, the period allowed for 

oe filing a complete specification following 

a. provisional specification was nine 

“. months, extensible to ro months with 

fine, but under. the new Act these 

periods will be 12 months and 13 months 

=-  - respectively, The longer interval should 

es _ prove useful for the more complicated 

> inventions and for chemical inventions 
Ee requiring prolonged tests. 


< Wider Search is Now Made to 
~~ Determine Novelty 













ee “The official search into novelty has 
Ae hitherto. been limited to British patent 
specificutions of the previous 50 years, 


vered, in. search, to refer also 
eign patent. ‘specifications of. the 
e period and to any publicly avail- 
-able document of any date (excepting — 
patent specification abridgments) within - 
ooo his knowledge. Tiss procedure will- 

O bring in documents which previously _ 
“were. not. Re ee the. 





be a boon to those applicants f. 


jth by reason of their being — 


t under. the new Act the Comptroller. 


with his 
‘Comptroller to convert the specification. 


eect A 





before granting the patent, but were 
nevertheless citable by an opponent 
before the grant and also citable in the 
Court after the grant in support of an 
attack on the ground of want of 
novelty. The result should be to improve 
the status of British patents. 


Conversion of Complete Specification 
into Provisional Specification 


The new Act enables an applicant 
who has filed a complete specification 


pare rnc ete ra APTO sen aA 


"The purchasing power of the 
-country to-day is more rigidly 
controlled than ever; only 
the retailer with IDEAS can 
hope to maintain, let alone 
increase, his turnover. in 
his window and his displays, 
therefore, he MUST be 
resourceful. The grocer can 
instal a ‘ breakfast’ a 
the chemist a ‘baby’ 
‘beauty’ display, the con- 
fectioner ‘theatre time, 
and the hardwareman a 
‘labour saving’ show, and 
so on. To implant an idea 


in the mind of the prospective 
customer is to get half way 


to a sale. Retailers must 
give new study to their shops 
and their customers along 
these lines — AND MANU- 
FACTURERS WILL FIND IT 
PAYS TO ASSIST THEIR 
RETAILER. DISTRIBUTORS 
TO DO THIS.” 


THOMAS MANN, 


Manager, Sales Develop- 

ment Dept., , 
Smith’s Advertising 
Agency, Ltd., 


Late Sales and Advertising 
Manager 
A. C. Fincken & Co. 
(Force, Fels-Naptha 
Soap, Dromedary 
Dates, etc.) 





ps 


application to request the. 


This 


into a provisional specification, 


“provision will be useful in cases where, y 


-after filing of the original specification 
-developments of the invention 


aken ‘Place. which | could not be i 





accepted within the statutory _ 


- useful where the person assigning i 


“to whom. 


_ patent, it was sometimes impossible to 
- obtain the latter patent in time for i 





of Gee & Co., Patent Agents 


porated therein but which may bè- 
suitable for incorporation in a subse- 
quently filed. complete specification. = 
How, by Post-Dating Application, 
Lapsing Can be Avoided 


The applicant may, before acceptance | 
of his complete specification, now 
request the Comptroller to post-date the- 
patent application for a period not — 
exceeding six months. This will in | 
certain cases enable applicants to avoid — 
the lapsing of their patent applications — 
where the complete specification is not 




















but it will, of course, involve. loss 
priority. 


Previously, a patent could say 
granted to the applicant or appli 
as the case may be, excepting wh 
applicant had agreed to assign” 
refused to proceed with the ap 
or where there was a dispute 
joint applicants as to proceedii i C 
sequently, in normal cases an fec 
assignment could only be mad 
grant. Under the new Act, howev 
patent may now be granted direct to 
assignee, as can be done in the U. 
This provision should be partic 








available when the patent is granted, 
especially as the grant may not take 
place until a year or two after th 
application for patent was made. ‘Tha 
for instance, an employer or. financ 
an inventor has. “prop 
agreed to assign a patent, need n 
again refer to the inventor. ht, 8 





Here is Valuable Beeson: of F Time 
for Sealing Patent mee 


Under the United States law, if the- 
application for patent in that country . 
is not made within one year from the 
date of the first foreign patent applica- i 
tion, the patent must, in order for it to. 
be valid, be sealed before a patent. for. 
the same invention is issued in any other 
country. Now, it sometimes happens — 
that the period of one year referred to eG 
elapses before the U.S.A. patent iso 
applied for and, owing to the limited — 
period within which the sealing of the | 
United Kingdom patent could previously _ 
be delayed and also to the lengthy period _ 
sometimes taken in obtaining a U.S.A. _ 














to be valid, This was a hardship 
the applicants which, unde 
Act. may. Ta. prevented 











Flioundering 


Instal Visible Equipment in place of obsolete books and cards and 
reap the following benefits :— 


I. SALES DEPARTMENT. Coloured indicators will show visibly 
month of last order and call—facts vital to any sales controller. 


2. ACCOUNTS DEPARTMENT. Quicker sales and bought ledger 
postings, Statements in less time, coloured signals to show overdue 
accounts, and how long they have been outstanding. 


3. Works Orrice. Better stock-keeping methods. Posting done 
lin half the time. Items for re-ordering indicated visibly. 
Follow-up of overdue “on order” items automatically. <A 
ia reminder of slow-moving items. 


These are but a few of the reasons why you should inves- 


tigate British-made “ Bizada ” Visible Equipment. Write 


now stating your problem—no obligation—obviously. 


CARTER=BPARPATT Ltd. 


(Original and largest British Manufacturers of Visible Equipment) 
1G VICTORIA STREET, LONDON. S.W.1I 


"Phone: Victoria 1045-1046. 








OVER 8,800 


SUCCESSFUL STUDENTS 


IN A SINGLE YEAR! 


T the Professional Accountancy, Secretarial, Banking, Insurance, Legal, 
A B.Com.(London) and other important commercial and professional Examina- 
tions for which it provides expert Postal Coaching, the Me tropolitan College 
presented, during last vearalone, considerably over 8,800 SUCCESSFUL STUDENTS, 
who obtained Hundreds of Prizes, Medals, Places, etc., including 48 First Places. 
These figures relate solely to examination successes and do not include the 
many hundreds of students who were trained to proficiency in the practical 
(non-€Xamination) postal courses in Business subjects. 
This record, which cannot be roached by any other training centre 
in the Kingdom, clearly demon s the reliable efficiency of n 
Metropolitan College Training. 


ccountancy, ip, Banking, Insurance, Law, Commerce. 
The Metropolitan College, St. Albans, offers absolutely Individual Spare-time 
Commercial Training in your own home, and its undoubted efficiency fs clearly 
À ~ demonstrated by its recent 

examination successes—the 
ultimate test of 
any Training 
Centre. 
Every 
ambitious 
man or 
woman who enrols 
for a course of postal 
S study under the auspices of 
the College is assured of receiving 
the finest professional or business 
training it is possible to obtain. 


COUPON— Post Now! 
Please send me a copy of the Metro- 
politan College 136-page “GUIDE TO 
CAREERS in Seeretaryship, Account- 
ancy, etc,” to keep without charge or 













The handsome and fully informative 

s prospectus of the College will be sent 

FREE on request—simply fill n and 
post the eoupon at the side, 


With this “Guide” in your hands, a oecaation. 
new vista of better prospects, increased 2} SA 
earning power and higher social status NAME... -n-censersesceene 


is opened up to you. As the subject 
is Of such supreme importance, the 
reward probably so great, surely no 
urging is needed for you to complete 


the coupon at 
PETE Gerd the side and 


AIKAAN (44 bt on to the 
Sea withont 
¢lay: 


METROPOLITAN COLLEGE, sr~isans. 


ADDRESS... 


Business 
Feb.. 1933 





Guide 32pp Send pc 











Central Transcribing Department, Kingse 


KODAK LIMITED 


AY f Mii 


the largest manufacturers of photographic 
materials in the world, have used the Ediphone 
throughout the whole of their organisation foi 
the past nine years. In their British offices they 
have a total of over 70 Ediphones in use. The 


perfection of their organisation results from the 
com 


speeding up of photographic 
bined with the rapid trans- 
mission of customers’ instruc- Wy 
tions by Ediphone dictation. // 
The Ediphone Voice Writing 
System saves one hour of each 
dictator’s time and three hours 
of each typist’s time every 
day. Wherever there is dic- 
tation and typing—in large 
offices or small — the 
Ediphone can be 
used to advantage. 


processes 










This 
all 


tell 
the FACTS 
Voice Writing 


book will 


you 
of 





THOS, A. EDISON, LTD., 
Victoria House, Vernon Place 
Southampton Row, London, 
W.C.r. (Telephone Hol. 9988 


Also at Cromford House, Market 
Street, Manchester, and at 245, 
CorporationStreet Birmingham 
Distributors in all leading Citie 





Ediphone == 
VOICE WRITING 


System 






|  FORYOUR 
| BILLING & WORKS ORDER k 
= SYSTEMS Thee ee 


aur i Other models, hand and 
-200 Copies from a typed or electrically operated. 


| handwritten Master-copy. 










| NO STENCILS — NO INK 
I. NO GELATINE 

| A sevelation in cleanliness, 
f speed, economy. Running costs 
|| reduced by 60- 80% 

I Have a demonstration — any- 
| where — at any time — NOW! 
_— No obligation or cost to you. 

























~ BLOCK & ANDERSON, LIMITED | 


magae Erunsviga House, 3, Snow Hill, London, E.C. | sna 
SOW re TEL.: CENTRAL 5363-4 REL 














cpand Your Sales NOW 


New Method Ensures Success 


HE fascinating Booklet, here offered you FREE, describes 

a remarkable, proved successful and easy-to-apply 

-method that you can. start using at once either to increase 
ii your income, or expand the sales of your business. 


o This Booklet, “ Money-Making Opportunities in Postal 
Trading, ” shows you: 
Doo @) How you can start a Mail (2) How to start and run a Mail 
Order Business of your own in Order Department in your 
‘your spare time at home, where- business that will at once in- 
ever. situated, with only a hae crease your sales, bring you 
‘pounds capital and without entirely new custom and secure 


vous experience, that will quickly cash orders from every place 
w brine you a full-time income; which the Postal Service reaches. 
















BUSINESS SERVICES 
EXHIBITION A 
IN MARCH BUSINESS | 


Every year in March business activity f 
reaches its highest point. This year, signs f 
point to an acceleration of the buying | 
movement, of which there are already many abo 
encouraging indications. 








The March issue of BUSINESS will bos an | 
Exhibition of to-day’s Equipment, Supplies f 
and Services, the essential Tools and Aids f 
to better business. >. : 





A free spécimen copy of the 25th 

Anniversary Number, and particulars 

of the Business Exhibition Number 
As yours for the asking. 


j overhead peice: 


oe A limiteä edition of “Money Making Oppor- 
=o o nites in Postal Trading’ has been set 
aside for FREE distribution to readers of 
Le BUSINESS. To secure your copy, and so 
investigate | remarkable money-makin 
ee memos it describes, write at once lor the FREE 
-booklet to. 7 







IL. > BUSINESS I 
Tl 6 CCARMELITE STREET, LONDON, E.C. ca 
d -o "Phone: 2 Central 9893. E ae 
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Duplicating Machines 
For Billing 





SAVE TREBLE their COST 


\ plus £| 000 


ur first objective in introducing 
duplicating machines for billing 
“= was to bring our organisation up 
to date. We did not first aim only at 
saving money; we appreciated that 
efficiency depended upon adding to sound 
organisation the best equipment, not 
necessarily the cheapest. 


** Nevertheless, the installation of this 
system gave us an immediate saving of 
more than treble the cost of the 
equipment. More recently we have also 
obtained substantial savings in other 
directions.” 


The system operates on a unit basis, 
i.e., every order received is broken down 
in separate units by “‘ profiles ’’; certain 
orders may contain a number of bars of 
different lengths but of the same profile 
dimensions, as for instance, 10 by 6 
shannels. 


The first step upon receipt of an order 
is to prepare “ master ’’ copies for each 
profile, from which the various works 
forms are reproduced. These ‘‘ masters” 
are sheets of specially prepared paper, 
glazed one side, upon which the informa- 
tion to be reproduced is typed. At the 
back is placed a hectograph carbon 
(inverted), the result being a ‘* master ” 
in the form of a negative. 


Each set of forms consists of a Mills 
Order Sheet, Stocktaker’s Order Sheet 
(intriplicate), Saw Sheet, Abstract Sheet, 
Testing Department Sheet, Invoice 
_ Department copy of order, and copy for 
file. On the right of each sheet space 
is provided for marking-off operations 
by the people concerned. For instance, 
the stocktakers mark off particulars of 
finishing operations; the testing depart- 
ment marks off particulars of tests, and 
so on. 


The Mills Order Sheet is wider than 
the other forms and has columns for 
marking off all operations. This sheet 
provides the complete history of each 
profile contained in the order. 


IN WAGES 


by 
H. C. COSTELLO, A.C.1.S., A.C.W.A. 
In an Interview with 
C. G. Rayner, 
Works Accountant, Britannia Group ; 
Dorman, Long & Co., Ltd. 
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There is, of course, certain information 
common to all profiles on a particular 
order: name and address of customer, 
consignment instructions, date of 
delivery, tests and inspection, etc., and 
in designing “‘ master” forms this 
feature was taken care of to avoid 
writing out general information separ- 
ately for each profile. Where there are 
two or more different profiles in an order 
two different * master ” forms are used, 
one providing for the general informa- 
tion which is shown on the left, and for 
full details of the bars ordered for one 
profile on the right, a perforation being 
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Mills Order Sheet, as explained by the author, - 
provides a complete history of each “profile” con- 
As a “ master” copy it is glazed 
on the reverse side to produce a “ negative ” 





The 


tained in the order. 






made between the two classes of 
information, 
After preparation, ‘‘ masters ™ are 


checked with the original order from the 
front of the “ master.” Corrections 
can be made without detriment to 
reproduction. Copies are then run off 
from the double “ master,” after which 
the right-hand portion of the form is 
torn at the perforation, leaving the left 
portion containing general information 
in the machine. Each of the remaining 


“ masters °” is then attached to the 
drum of the machine alongside the 
“* master ™ containing the general 


information and copies run off, 


The *‘ abstract ” copy of the order is 
used for ‘* delivery control ™ and fos 
ascertaining the total tonnage on order 
of each profile, which in turn is used for 
building up a weekly rolling programme: 
all that is necessary in connection with 
the latter is to sort to each profile, and 
then reckon the total tonnage of each by 
adding machine. 


, 


The connecting link between order and 
invoice is the Loader’s Report; this is 
prepared by hand by the stocktaker, 
after the load is made up. This report 
provides the basis for consigning, 
advising and invoicing and one copy, 
endorsed with the weighbridge weight 
of the load is forwarded to the invoice 
section, who check it with the invoice 
copy of order, after which it is ** rated ”’ 
and valued. It is then forwarded to the 


typists, who make a “ master ™ sheet. 
This sheet provides for contents of the 
wagon 


load, (Continued on 


bage 32) 










L ECTIONS and SALES 


by A w ALLEN 


new aael manager of this 
| concern, which is a manufac- 
ÆA Aturing and speciality selling 
business, was to be sales manager of 
a staff of nine, and also to supervise 


bank or another firm as reference, the 
salesman took up the reference and 
reported on it fully. This procedure 
also was adopted in regard to all new 
accounts, a practice which prevented 


returned to stock. - 








: : office detail. 


his hardest tasks. ‘This particu- 
dar branch, one of fifteen in 
various pafts of the country, 
was always in hot water with 
t chief accountant at head 


















e salesmen attached to 
particular branch were 
€ a but the 








accounts. were over- 
nd head office corre- 
on the matter was 
- unanswered, some 
old, 


eliminary. step, the 
w man. made a study of his 
sredecessor’s. methods, with 
he idea of avoiding the same 
mistakes. Analysing the col- 
-~ Jection correspondence, he 
found that most of the letters 
gould be summed up about 
like this : “ You owe us, please 
— — remit.” -No attempt had been 
made to make a proper job of 
it or to investigate the credit 
= standing of any of the accounts 

on the books. 

fore, was to start 

-process at this point. 





We Started by Investigating Every 


Customer’s Account 


Some office-printed forms 






every account. 
vere given to all salesmen, 









vation thus obtained, 


The latter part, though 
jt sounded simple, was to be one of 


The first thing, there- 
the re-shuffle 


s were 
a prepared, listing what was considered 

necessary information to have about 
Supplies of these 


tructions to see that not only were 
> blanks properly filled in, but also 
| verify, in a tactful way, the 
If, for 
customer gave a. certain. 


a good deal of the “ undesirable ”’ 
business, which had formerly been 







From our records we see that 
you are letting your account get behind. 

At any rate you failed to make the payment 
of.,....« @ue on, a a o Please do not 
feel that we doubt your good intentions 
because we mention the matter, but we are 
compelled to insist that our customers either 
fend us payments on time or at least get in 
touch with this office and explain their 
reasons for delayed payments. 


I need not refer to the terms of 
the contract. signed by you at the time you 
purchased, I know that most people resent our 
doing this. Please realise, however, that we 


generally possible to consider all the angles 
of each individual case on our books. If the 


the status of each account by what the 
remittance column tells us. 


Another payment will be due on 


«tO get too far behind it becomes difficult to 
catch up again, but it is to your interest to 


Once 


Yours faithfully, 


“This was our most successful collection letter used to 
bring up to date the instalment accounts which, due to 


slack management, had been allowed to lapse” 


taken without question, from getting 
on to the books. 


There are three classes of accounts 
in this business: we sell machines to 
firms of recognised standing and 
charge to open account. Then there 
is the instalment account; the third 
is a system whereby our machines are 
rented out. These last had been 
giving the most trouble. 


with When 


the new. “manager took 
£300 was much overdue. 


The company’s policy had always 1 
E rentals to e paid in advar 












have many accounts to look after and it is not 


customer does not write to us we can only judge 










«+ « « a When once you allow your instalments 


80» Please, therefore, let us hear from you at 





; machines i in ys two > instances 
charge, out of £460 out in dence -After | a 

: 3 The new | 
man cleared up these arrears first. te 


The ultimatum was followed up in 


a few days by sending: out. after all 
rentals were 
behind, and each of these debtors was. 
which 
same time an © 


machines on. which 
given a full explanation, 
requested at the : 
immediate payment of the account. == 


The first request brought in about _ 
30 per cent. of the outstandings; the 
personal call secured about 40 per 
cent. more; a collection agency got 
another 8 or 10 per cent.; the rest — 

were “ collected,” that is, we 
seized the machines. Be 

The next move was to — 
tighten up 
ments, many of which were 
overdue. In devising a 
letter that would fit most. ‘of 
the overdue accounts, — t 
manager endeavoured to ret 
the goodwill of the debtor. 











How Nearly Every De li 
Was Brought Into | 


The letter used S 
what temperate in ton 
at the same time it sugg 
trouble if the payment s 
made immediately... Thi 
is reproduced here. 


The result of this “ sho 
was quite surprising; within 
four days nearly every de- 
linquent had communicated 
with us, and out of 103 no less 
than 77 had brought the 
accounts up to date, Ob 
these 77, 24 paid not only 
current instalments but the _ 
balance outstanding as well, | 
thus finishing off their 
accounts. : 














do 






ments and five others definitely 


arranged for payment at an 
That left only 14 from _ 
whom we did not hear, but a follow-up 


early date. 


got in five of these, leaving nine “hard 
nuts,” 


payments were forthcoming. 


finally necessary to collect- 

















instalment payeo 























Of the remaining 
26, seven made partial pay- | 


who were referred to various _ 
salesmen who were instructed to call __ 
and explain diplomatically that the _ 
machine would have to be returned : . 
unless definite assurance of specific _ 
It was aS o 





A proper seque 
was devised, and the 


! were handed over to 





. g tot ‘the: size foe the account and the 
length of time they had been past due. 
All letters we designed to produce a 

response of some kind, even if the 

_ money was not forthcoming. Replies 

_ were carefully studied as they were 

received, and time of payment was 

extended. if we considered that such 

a course was advisable, but in every 

ase a salesman was used as a last 

esort before. handing the matter over 
toa solicitor. 


n This policy” paid, even when it 
meant t that the salesman had to make 
. He was nearly always 
ke a.collection or at least 
he reason for non-payment 
ut ene the goodwill of the 


















metimes. non-payment was the 
our own company. Payment 
been delayed because of poor 
ice ‘or of some fault which had 
loped in the machine. In these 
Hie expense o of a pecial trip was 
vO = while. 


bit OE roaming Pone in their 
erritories more or less as they liked; 
ione of them ever stuck to the routine 
ist given to them at the beginning of 
ach week. So, when the manager 
tarted to use the men to help 
“straighten up the collections, he had 
to establish a strict ruling that any 
deviation from the selected route 
~~ should be wired at once in to the 












This Closer Control of Salesmen 
increased Their Business 


: This policy paid the salesmen well, 
_ besides helping the manager, because 
it enabled the manager to put sales- 
men into immediate touch with new 
prospects as their enquiries came into 
the office by mail or telephone. Close 
— co-operation of this sort produced 
quite a lot of new business which 
-= might otherwise have gone to a 
- competitor. 
Under the old conditions, many an 
nquiry was lost sight of because, 
vith the- ‘salesmen roaming more or 
ess “ free,’’ it was generally three or 
our days before the office could 
ocate a man on his ground. Generally 
he matter had to wait until he 
por d back. to the. office. | 























became T 1 € 


Report. blanks were e printed for past M sir wadi 
spirit ‘of competition amo 


due accounts, and the accounts clerks 
were instructed to draw up copie 





all delinquent accounts on the first of | 


the month on these blanks in 
duplicate. One set was filed in 
alphabetical order, according to towns 
in each salesman’s area; the other 
set was distributed to the salesmen 
calling in the towns where the 
delinquents were located. 


Each salesman was checked to see 
if he had called on his delinquent 


———— 


If You Have 
TRAVELLING 
Try This 


DRIVER-TYPIST P) 


well-known firm of caterers with 
A a large chain of branch restaurants 

saves many hours’ work a day for 
the clerical staff at head office. 


This firm has a staff of travelling 
inspectors, whose duty it is to tour the 
branches and to make daily inspections 
and reports. Formerly, it was the plan 
for the inspectors to make notes of their 
visits and to dictate these notes to a 
shorthand-typist at head office at the 
end of the day. After 4 p.m. at least 
six typists had to be kept free for this 
daily report work alone. 


Under a new scheme, however, not 
only were these six typists released for 
other work, but the reports themselves 
were obtained in much less time. 


The new arrangement was that in 
each inspector’s car a dictating machine 
was installed and only drivers were 
engaged who were competent typists. 
Each driver was provided with a port- 
able typewriter. 


Now, the procedure is that after 
inspecting the first branch sae i day 
the inspector enters his- and 
immediately dictates his repor tinto the 
dictating machine while being driven to 
the next branch. On arrival at the 
next branch he hands the cylinder to 
his driver, who types the report while 
the e stor. is inside.making his 











igation, and so on. through- 


“oe 


















men to sée who- cul a 
“ cleanest slate.’ 


The arrangement had the effect: ao ae 
changing the Head Office opinion of < 
this branch. From “ the worst on the: 
books ” it became the one with. the o 
best reputation. 


In addition, its rate of business oo ăć = 
secured also rose, due to the much = =- 
better and tighter administration o ć  ć 
introduced by the new manager. 2 














back at ee office with al 
finally: typed. von the pro 
the requisite number of carb 

It might be mentioned. that: 
of this firm some slight 
necessary to the special ca 
ahi in ee to a0 





removed to aes room F 
scribing machine and a spe 
table was built in for the p 
writer. The expense involved, haw 
was very small: negligible, in 7 a 
compared with the great advantages = 
obtained. 


This plan not only saves enormous > 
time at head office but it also allows o co 
each inspector to call at at least twa 
more branches per day. Another occ os 
advantage which has been noticed ie o 
that the reports, dictated immediaiely 
after the examinations are made, are: ooo o 
much more full of accurate detail than _ 
were the old reports made at the end - 
of the day from pencilled notes, 
This method seems well fitted 
adaptation to many businesses: 3 
require reports from travellb 
or salesmen under similar circ 
Even. though the idea i ‘is no 
to the full ngth of having 
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DUPLICATING MACHINES 
FOR BILLING 


(Continued from page 29) 


Number, etc., which in effect is the advice 
information, and at the extreme right of 
the form are separate columns for price, 
sterling value and terms of payment. 


After the ‘‘ master” has been 
checked, the necessary number of invoice 
copies are reproduced, then the copies 
of advices. 


The forms for invoicing and advice 
differ only in the omission of price and 
value columns referred to from the 
advice note. When advice notes are 
being reproduced the sterling columns 
are blanked off on the “ master ” by a 
strip of thin paper; this avoids copying 
the sterling information on the roller of 
the machine. 


Often as many as 20 copies of advice 
and invyoic® are required, including 
copies for internal use. 


Loading proceeds for 24 hours a day on 
the three-shift system, and as the clerical 
staffs work only between 9 a.m. and 
5 p.m., the invoice clerks can price and 
calculate the loaders’ reports faster than 
the typists can do their part of the work, 


AMONG the 


IN 


BUSINESS 
FQUIBPMERANT 





With this new type of wage envelope, notes do not have 
to be folded, yet they can be sealed with absolute security, 


leaving the ends exposed for checking purpcses. 
reverse of the envelope is perforated s> that cash is clearly 
Not only does this speed up the wage-clerk's 
work in ‘making up wages, but recipients can check their 
pay WITHOUT BREAKING THE SEALED ENVELOPE, a 
fact which avoids the unpleasant possibility of an employee 
returning—after openin8 his envelope—and saying his pay 
is short. These envelopes are claimed to be even cheaper 


visible. 


than Ki transparent variety 


—_ 
“=,” 


In other words, invoice clerks working 
ordinary office hours can generally 


keep pace with loading operations, 
and so that typists can also keep 
pace, the latter work two over- 
lapping shifts, ọ a.m. to 5 p.m. and 


12.30 to 7.30 p.m. Thus all material 
turned out by the works up to § p.m. 
can be advised and invoiced the same 
night, and customers receive advice 
notes prior to receipt of material. 


An important point is that as the 
advices and invoices are prepared from 
the same ‘ master,” they can be posted 
together, saving considerably in postage 
and envelopes as against the old system. 


Formerly, advices and invoices were 
made out separately, the latter often 
prepared and posted two or three days 
after the advice. 


Another saving is that, by arranging 
the forms ‘* window ° envelopes are 


used, although the „machine could 
address envelopes also if this were 
required, 


Up to 200 copies can be made from 
each ‘* master,” and “f masters "° can 
be filed and used again until the 
maximum copies have been obtained. 
This is important, for customers often 
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ask for additional advices or invoices 
some time after the first copies have 
been despatched. 


A fresh *t master’? copy can be fed 
automatically as the one in use is auto- 
matically released, thus saving time. 


The record output achieved is 3,037 
copies in one day; a continuous output 
of over 10,000 copies a week is normal, 
and there is also a good deal of costing 
and other statistical matter sandwiched 
in the daily programme. 


On an average, eight copies of an 
invoice are required. Previously, by 
typewriter, the output was six copies 
at a time, necessitating double typing 
in many instances, whilst time was lost 
by interleaving carbons, correcting errors 
on each copy, and usually the results 
were indifferent. 


Now, copies up to 200 are taken, all 
correct and all the same standard 
quality. Male typists have been absorbed 
elsewhere and female typists at lower 
wages installed. 


The saving at the outset was more 
than treble the outlay on the machines, 
and by a reorganisation of the staffs a 
further saving of £1,000 per annum in 
wages has been effected. 


LATEST . 


The 








MODERN FURNITUR 
IN | 
METAL AND GLASS 


This type of furniture is becoming 
more and more used in executive 
offices. Constructed of tubular 
steel, chromium-plated or enamel 
finish, it is not only attractively 
modern in appearance but it is also 
hard-wearing, light and presents no 
problems in cleaning. There are no 
awkward corners or recesses where 
accumulations of dust can lie hid. 
Note the different styles of the two 
chairs. The desk chair is adjustable 
to any requirements. . Note also 
the new tubular type ‘of electric 
desk-light 


INJECT NEW LIFE INTO 
THIS COMPANY 


(Continued from page 11) 


In addition—and this we consider very 
important—it relieves us of carrying the 
heavy stocks of material which the firm 
previously did. It enables us, instead, to 
draw on the manufacturer only as we 
need, and so keep much of our capital 
liquid. 


In the second place, we follow up each 
quotation by a special letter and, where 
possible, by representative’s personal 
call. 


Neither the letter nor the salesman 
attempts to *' sell ™ the customer. The 
angle of approach is one of assistance or 
service. This attention is calculated to 
impress the customer with our alertness 
and ability to look after his interests. 


Now we come to the delivery to cus- 
tomer. We are setting ourselves a new 
high standard to work to; it is this:— 
‘t Make delivery 24 hours BEFORE the 
time called for on the order.” 


This, of course, niay not always be 
possible. Sometimes it may be only two 
or four hours. But whatever it is we 
want definitely to please the buyer by 
delivery before time. 


To this end we have already had an 
expert in the works for a week, examin- 
ing every detail of plant and lay-out, 
suggesting alterations here, re-planning 
there, so as to get as rapid a flow of work 
as possible, 


Even when we start on our new 
schedule on January tst we know we 
“ shall not have reached the stage when 
an order comes in at one end of the 
factory and goes out at the other as the 
packaged product. There will be further 
adjustments and tightening up to be 
done. But we have started in the right 
direction, the rest will be a matter of 
rapid development. i 


A point which we consider one of the 
most important changes for 1933 is the 
matter of stock which I mentioned just 
now. Right at the beginning we plan 
to release many thousand pounds by 
reducing our raw material stock to about 
a sixth of its previous bulk. 


We shall keep this stock to the absolute 
minimum and shall draw on the suppliers 
as previously indicated. Furthermore, 
we shall cut our manufactured stock by 
two-thirds because our production 
capacity will be speeded up by about 8o 
per cent. We shall release a further 
substantial sum in cash by this move. 


If we find that any call on this reduced 
stock exceeds the amount we hold it will 
be possible to manufacture the balance 
without anv loss of time. 


Actually this reduction of stock will 
give us over 10,000 square fect of cleared 
floor space for expansion of the adminis- 
trative and clerical offices for use as the 
business develops under our new 
progressive methods. 








FIRST IN QUALITY 


FIRST IN EFFICIENCY 


—A Milners’ Steel Cabinet 
is everlasting 












All Steel Office Cabinets look much alike, but 
there is a great difference in quality and work- 
manship. A Milners’ Cabinet sets a standard of 
quality which has never been surpassed. It 
operates smoothly and never jams. It is the 
product of experts. 


If you want everlasting wear from your office 
furniture as well as assured protection against 
fire, dirt and moisture, install 
Milners’. It is the certain choice 
of all who are interested in the 
most efficient office equipment— 
it has behind it the world-wide 
quality and reputation of Milners’ 
Safes. 


The wide range of MILNERS’ STEEL products 
includes FILING CABINETS, CUPBOARDS, 
LOCKERS, DESKS, FIXED and ADJUSTABLE 
SHELVING, STORAGE BINS, etc. Designs 
can be modified to your requirements 
and you will find the prices 

are strictly competitive in 
spite of the superior 
quali 


Send now for 
illustrated 
Catalogue B 
giving complete 
specification 
and prices. 


A 













MILNERS’ 


SAFE COMPANY, LTD. 


12-13, NEWGATE STREET, LONDON, ECI 
Telephone: City 1195-1196. 
And at Liverpool, Manchester, Leeds, Birmingham, Glasgow, Dublin 
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me i 3 ‘SWAN’ INK is all 
4 ‘WRITE’! 
-it does not clog the pen 





OF ALL STATIONERS 
o 
OFFICE SIZES FRÈM 2/9 PER BOTTLE 


Visit our Stand No. 867, B.LF. 
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RELIANCE 


4 IDEAS 


LOUDSPEAKING||IN;CREASED 
SALES 


AUTOMATIC 
TELEPHONES 





would it be of advantage to 
you to be able to— 


i1—Have both hands free 
while telephoning ? 


2—Hear the replies aloud ? 
_3—Have absolute privacy ? 


4—Have full automatic 
S inter-communication ? 


These are but a few of the many 
advantages derived from using 
the RELIANCE LoupsPEAKING 
Automatic TELEPHONE SYSTEM 
which requires no multiple cable. 


Available for installations from 
Te goo Lines or more and can 

e supplied on SALE OR RENTAL 
as desired. 


If you are not using any private 
installation, or if your present 

stem is not giving full satisfac- 
tion, WRITE for free demonstration 
or Illustrated Folder No. 6349. 


THE RELIANCE 
TELEPHONE C°- LP. 


Head Office : 
Goscuen Buitpines, 12-13 Henrietta 
Street, London, W.C.2 
Telephone : Temple Bar 1011 (P.B.X.) 
Branches at MANCHESTER & BIRMINGHAM, 


A subsidiary gompany of 
THE GENERAL ELECTRIC COMPANY, LIMITED, 


ee eee 








INCREASES GOODWILL 
OF CUSTOMERS 


One of the best known department 
stores in the North and Midlands print 
on the backs of all their bills the 
following messages to customers :— 


1. We sell only those goods that bring 
credit to our store. 

2. Any goods purchased may be 
exchanged if desired, or the money 
paid for them will be refunded. 

3. We buy for cash and sell for cash. 


4. Every article is marked in plain 
figures. 
5. All goods except foods and tea are 


delivered free to your residence or 
nearest railway station. 


6. Everyone is cordially invited to 
inspect our goods at their leisure. 

7. There will be no importunity to 
buy. v 

8: Nothing will be left undone 
please and satisfy customers. 

9. Our Bank gives you exceptionally 
good rates of interest on both 
deposit and cheque-book accounts. 
The Bank is on the first floor. 


to 


These are straightforward statements 
of fact and appeal to customers more 
strongly than the clap-trap kind of talk 
generally used, 


>. 


LICENCES BY 
HIR E-PURCHASE 


Here is a radio idea that is pulling 
business. A Welsh firm is offering, 
through newspaper advertisements, to 
provide wireless licences on hire pur- 
chase terms. The firm operates a low- 
tension battery hire service. Immedi- 
ately users of the service sign a contract 
under which they are provided with a 
newly-charged battery once a fortnight 
at a cost of 1s, 3d. a fortnight, the firm 
takes out for them a licence and hands 
it over, or undertakes to renew the 
licence when it expires. The 1s. 3d. 
paid fortnightly includes the repayment 
of the licence fee. 


As the G.P.O. recently made a search 
of the area and found many unlicensed 
sets, which had to be registered forth- 
with, the firm did a big business, for 
times are bad in industrial Wales and 
ten-shilling notes scarce among the 
“& workers.’ There is, however, another 
angle to this service. Renewing licences 
is a nuisance, and many people who are 
not in difficult circumstances welcome 
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WHICH HAVE 





PACKAGE 
INCREASES 
UTILITY 


Every gramophone user knows how easily 
needles spill out from the type of small tin 
in which this product has for years been 
marketed. Here is a new container which 
entirely removes such an inconvenience. 
Simply tilt this conical tin and ONE needle 


‘ata time emerges from the hole at the top. 


The lower illustration shows the outer 
carton, which keeps the tin sealed. An 
excellent example of how an improved 
package, by giving better service to the user, 
can increase the sales value of a commodity 


S 


this way of ridding themselves of one 
of life’s petty worries. 


i aid 


4-PAGE LETTER 
IN COLOUR 


A rapidly growing dairy in outer 
London is getting good results by 
circularising customers with a letter on 
a large two-fold sheet. The letter itself 
appears only on the first page, which 
has the usual letter heading. On the 
inside double spread of the sheet there 
is an excellent lay-out of various views 
of the dairy and illustrations of the 
service given by the Company. The 
whole is printed in four colours in the 
flat pastel shades possible in good offset 
printing. 

“ We are up early; the wonderful 
scents of the new morning greet our 
van drivers as they speed along the 
road from the farm. You get your 
milk, gloriously fresh milk, before 
6 a.m.” 


That is an example of the ‘“ copy ” 
this dairyman uses as captions. Excel- 
lent, human copy; far away from the 
dreadful stereotyped stuff so often used 


for “ selling *’ messages. 








italogues, - 
theless, a buyer when 





1e is purchasing big machinery is just 


_ "te same man as when he goes into a 
shop to bu y some small necessity- for 
likes to see and handle the 
ould rather buy something 
o actually examine than 
ch he must select from a 
h f-tone an or even from a 









È: a, giv ing bir transformers 
-~ and other electrical gear which he can 
handle and see for himself. These will 

: of our ordinary standard workman- 
ip { cially made for exhibition), 
ill be on a small scale and all 
: ponents s will necessarily be 








ew prospects as we ould: "Up to 
sent, we have only seen one or 
; oF our overseas 3 customers, We con- 








ible here in England, where we 
id first of all“ become acquainted.” 
How We Shall Use the British — 

= Industries Fair 


his end we postponed the trip 
ter the British Industries Fair. 














ur products and we are sending out 


any prospects as possible, a special 
_ invitation to meet us on our stand at the 
woe Fair. | 

: By this means we expect to make 
ae many new and valuable contacts. 
Business will not, of course, immediately 
result from all of them. But we shail 
_ have established the basis of a new list 
_ of prospects who, having met us, will be 
_ the more ready to receive us when we 
visit them in their own countries.. This 
-is -a point which is bound to have a 
aS beneficial effect upon sales. 

_. Our aim, therefore, will be to set out 
Ue: by one of the regular air liners for 
_ Alexandria as a starting base. From 
_ there we shall cover the whole of the 

_. Near Eastern territory which we have 
_ mapped out, using a Puss Moth aero- 
plane which will carry the two of us 
and our samples, | 

As T said; it seems to be demanded 
by the times that the proprietor- 
ufacturer should devise new types of 
es and travel. personally abroad by 
iost efficient means available, In 













: progressed, ; what it 


n | to carry; f 
generally content them- f 
photographs 


re actie to meet as- many of a | 


ur we shall exhibit a full range | 


all our overseas buyers and to as] 


of BUSINESS I hope to| 























Showed a certified daily average of 

















your sales and profits s d 






Display Rates: £700 per page, £101. 15.0 per col, £4. 12,6 per inch. 


Advertisement Office: 
Chronicle House, 70-78 Fleet St., London, E.C.4. 


















BUSINESS BRIGHTENS : 

when punctuality is observed and slackness elim- 
inated. Make wasted minutes productive with the 
G.B. System, which can easily mean all the differ- 
ence between profit-and loss. Put your Suip 85 
on a sound footing at once with the trustworthy 


British time one nthe C iea 






































LIMITED | 


wo Chairman : THE RIGHT HON. R. MeKENNA. 
eoo Deputy Chairmen: W. G, BRADSHAW, C.B.E. 3. CHRISTOPHERSON 
! = Managing Director: FREDERICK HYDE 





| n of Accounts, December 3lst, 1932 






























































Se & | 
o tas .—..  .. 14,248,012 
.. ; . 11,500,000 
aS Current, Deposit 
Profit Balance 420,997,244 
n Acceptances and Confirmed Credits. aes .. 10,669,817 
ce Engagements Doan ue ue nee 4,942,906 
Si , ASSETS 
i Coin, Bank Notes and Balances with Bank of England 43,007,981 
Balances with, and Cheques on other Banks .. 14,348,542 | 
Money at Call and Short Notice .. .. .. 20,596,690 | 
Investments at or under Market Value .. .. 93,065,351 | 
Bills Discounted.. >... -> 86,505,644 | 
Advances to Customers and other Accounts .+ 170,421,074 | 
iabilities of Customers for Acceptances, | 
"Confirmed C Credits and Engagements .. .. 15,612,723 
Bank. Premises at Head Office and Branches .. 9,626,535 | 









1,079,597 |} 









f the basiness zi . | 
ares in Yorkshire Penny Bank Ltd. A wa 750,000 | 
apital, Reserve and Undivided Profits of | 
Belfast Banking Co. Ltd. .. - os ee 1,574,886 
“The Clydesdale BankLid... a... 2,992,472 | 
“North of Scotland Bank Ltd... ie ¿4 2,376,393 | 
Midland Bank Executor and Trustee Co. Ltd. .. 400,091 | 


The Midtand Bank and ite Affiliated Companies operate 2560 branches 
Woes in Great Britain and Northern tretand, and have agents and ! 
correspondents in all parts of the worid. ! 


HEAD OFFICE: POULTRY, LONDON, E.C.2 


der arr Aann nnti i AE KAE a A TT aa aan aa Bi. mim Antares ieem eA e i ahaha fia eh Porat: an = anamar sen oh e re memes = of 


The Label Book, sent to you free of charge on 
request, shows you clearly how to order your 
labels to the best advantage. Attractive, Coloured 
Gummed Labels bearing your name, will adver- 
tise your products wherever they go. 


TALK TO YOUR PRINTER 


about them and specify SAMUEL JONES’ 
NONCURLING GUMMED PAPER 


~~ 10s the paper that makes the difference. 
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at less than factory 

cost. Also Chairs, 

‘ables, Filing Cabi- 

nets, ete,, are offered 
K nearly 


4, Reductions 


rie is rgentiy for 
T9 Mmes List, 
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-British make, of tous 
i ised Steel, is 
roads, ‘factories, . 


, 0/8 0 pe 25, ade d without posts, | 
e on application, x 
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YOUR BUSINESS ? 


(Continued from ‘page 26) 








the U.S.A. patent to be "e first. 


Dealing with Fraudulent Applicati ons” 
for Patent 


Hitherto, in cases where the grant. of 
a patent was opposed, or revocation was — 
applied for on the ground that the | 
invention was obtained from another © 
person, the Comptroller had power to 
grant a patent to the true and. first 
inventor; but the relevant section of 
the Acts did not provide for the made 
tioning of the interests in the invention 
where part only was obtained from the . 
opponent or applicant for revocation, _ 
Under the new Act this defect is 
remedied as the Comptroller is now | 
empowered to grant patents to. both A 
parties for their respective poris of the 
invention. 



























Fifteen Definite Points Now Give i 
for Revocation a 


The 1907-1928 Acts stated general! 
that “ every ground on which a paten 
might immediately before 1st Januar 
1884, have been repealed by 
shall be... a ground of revol 
The new Act, however, gives < 
statement of 15 grounds upon. 
which a patent may be revoked 
is more convenient than legis! 
reference as previously. — 


Remedy in Case of Threats of 
Proceedings 


Considerable hardship has often’ be 
suffered by innocent traders due 
unjustified threats of legal proceedin 
and any action for threats. brought b 
the threatened person could. be nullifie 
by the threatener commencing and pro- 
secuting “with due diligence. Yomo 
action for infringement. The hardship 
was felt particularly by retailers: who, so 
due to the threats, might lose a season's 
trade, even though they might succeed — 
in the infringement action. The evil _ 
was all the more pronounced where the 
threatener was induced to incorporate _ 
claims of unjustifiably wide scope in his | 


| specification, especially as threats were _ 


often made in vague language and 
without reference to any particular S 
claim. S 

The ‘‘ threats °- section in the- new ; 
Act is stronger in that it permits the | 
threatened person to obtain, together — 
with other relief, a declaration to the . 
effect that the threats: are unjustifiable, 
unless the threatener proves that the | 
acts of which he complains constitute _ 
or, if done, would constitute an infringe- _ 













ni CN 


Furthermore, the threatened son 
may bring the threats action whether 
or not the threatener is or is not 
entitled to, or interested in, a patent or 
an application for patent, whereas 
previously such an action could only be 
brought under Section 36 against a 
threatener claiming to have an interest 
in a patent. 


Obstruction by Co-owner of a Patent 
Now Impossible 


It was possible under Section 37 of the 
1907-1928 Acts for a co-owner of a 
patent to act obstructively in the develop- 
ment of the patented invention, and the 
section did not provide any way of 
dealing with a dispute between co- 
owners as to such developments. Under 
the new Act, however, the Comptroller 
may give directions as to the use and 
development of the invention, and the 
duty is cast upon the joint patentees to 
give effect to such directions. The 
mutual rights or obligations of trustees 
or the personal representatives of a 
deceased person are not, however, to be 


‘prejudiced or affected. 







Applications for Frivolous Patents 
Can be Rejected 


view of a decision of the Law 
- (reversing a decision by the 
Comptroller) the Comptroller has pre- 
viously been bound to accept applica- 
tions for patents for self-driving power 
machines (perpetual motion machines). 
Under the new Act, however, the Comp- 
troller may refuse any application for a 
patent for an invention which is so 
obviously contrary to well-established 
natural laws that the application is 
frivolous. 


In this connexion it is interesting to 
note that patents for perpetual motion 
machines may not be obtained in the 
U.S.A. p 


Registration of Modifications to 
Designs is Made Easier 


It sometimes happens that in the 
course of trade the proprietor of a 
registered design finds that it is desirable 
to modify the design in some trifling 
particulars, but that, when he seeks to 
register the modified form in the same 
class of goods, it is refused registration 
on the ground that it does not possess 
substantial novelty in view of his own 
registration. Under the new Act, how- 
ever, this ground of objection does not 
apply, but the period of copyright of the 
modified design will lapse with that of 
the original design. 


Important Change as to Cancellation 
of Registration of Designs 


Under the previous Acts one of the 
grounds upon which an application for 
cancellation might be made was that 
the design was applied abroad and was 
not applied to a reasonable extent in the 
United Kingdom. Under the new Act 
this ground is abolished and in its place 
provision is made for the granting of a 
compulsory licence. 

Further information can be had of 


Messrs. Gee and Co., 51-52, Chancery 
Lane, London, W.C.2. | i 








LPA 


ON OFFICE WORK 





FROM ANY ANGLE 


HAS BUSINESS-BUILDING POSSIBILITIES 


Your SALES-MAKING folders, broadsheets, price lists and leaflets are printed 
without the expense of e or blocks. Every sales idea can be 
transla nto print and be made effective at once. 

Your OFFICE FORMS are turned out as you want them—work equal to that of 
any first-class printer—again without type or blocks. Your overheads 
are reduced. You hive no espedi eck IS DS 

Your DIRECT MAIL letters—from Letterhead to Signature are printed direct off the 
metal sheet at one operation. 

You save on the average 50% of your printing bill. 

For convincing proof, tell us your printing problem. Then hawe « 


demonstration—aithout obli n, Of course—and see for yourself 
how it is solved. 





Write or ‘Phone to-day to: 


Kaye’s ROTAPRINT > Ltd. 
CECIL HOUSE, 57a, HOLBORN VIADUCT, LONDON, E.C.: 
Also at: CENTRAL, 1300 (3 lines). 


BIRMINGHAM, BRISTOL, CARDIFF, GLASGOW, LEEDS, MANCHESTER 
and NEWCASTLE-ON-TYNE. 


its a a 


164 page BOOK 








Ep systems for Office, Stores 
and Factory, and illustrates numer- 


ous forms used in business. ective and Better Value. 


12, St. Bride Street, 
LONDON, 
E.C.4 
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The Photo Works 
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Wale 


Real Photos Cost Less. are 


Business and Advice Cards, Selling by 
Chock - full of labour - saving Mail. Showcards and Cutouts. iing by 
suggestions. work for all purposes. 
: ; We from your print and short 
Write for it now. Just type ttle, Special Sample Offer: 
quote Sample 250 post cards for 15/- 
, Quantities at Competitive Rates. Ask 
Moore’s Modern Methods for cuntetion, 
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For BUSINESS 
ASSURANCES 


Partnership, 
Capital Redemp- 
og ened and 
all Ordinary Life 
and Endowment 
Policies 





Consult 


THE BRITANNIC 
Funds £21,000,000 


Fire, Resident, 


Business Transacted 


BRITANNIC 


ASSURANCE Co., Ltd. 
Chief Offices Broad Street Corner 
BIRMINGHAM 





Pack your products 


in Guelph Casks 


SEE THEM AT STAND 
DD 63 NATIONAL HALL 
BRITISH INDUSTRIES 
FAIR 


Made of Empire Timber by 
THE GUELPH PATENT 


CASK COELO 
West Ferry Road, Millwall, LONDON, E.14 
TELEPHONE EAST 0279 
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WHAT I WOULD DO.. 


If | Were a 
RETAILER 


I would make one man responsible for 
keeping track of the rate of turnover of 
all goods. Then I would devote all my 
energy to making the best sellers move 
even faster, to speeding up the medium 
sellers and dropping altogether as many 
of the slowest movers. I would double 
the rate of turnover of the shop as a 
whole, thereby increasing my profits 
without increasing the ratio of overheads. 
E. S. A., Bedford. 


fe 
If | Were a 
MANUFACTURER 


On a fairly large scale, using rail 
transport for the distribution of goods, 
I would engage, at a salary that would 
attract him, the best goods transport 
clerk I could get from an actual railway 
company. The last firm of which 1 was 
a member of the staff was well known 
for its efficient methods in both office 
and factory, yet for years it was con- 
tinually up against transport difficulties 
—claims on the railway company, claims 
by customers, how to get the best service 
in an emergency, excessive charges, etc. 
Eventually it did engage an ex-railway 
man from the goods department. This 
man, in the first 12 months, saved the 
firm nearly £1,300; more than twice his 
salary. He revealed that savings could 
be made in hundreds of small ways 
which the average commercial concern 
does not even dream of. There must be 
thousands of manufacturers who could 
save money by employing a real railway 
or a shipping man. The railway and 
shipping companies do not pay such high 
wages that these men would be hard to 
get.—L. T., Startford, E. 


- 
if | Were a 
MANAGING DIRECTOR 


Of a concern I would have the rami- 
fications of the company drawn out in 
chart form (large scale) and hung on the 
wall of the main office. When a junior 
joined the staff I would have a 
responsible executive point out to him 
exactly what the chart meant, in just 
what directions he could head and what 
jobs he could ultimately secure. The 
youngster would then be given a week in 
which to think the matter over. At the 
end of that time he would then be inter- 
viewed by me. I should endeavour to 
find out in what direction the young man 
wanted to develop and I should make 
arrangements for him to get all the help 
possible to help him along his selected 
route. I am sure this would make for 
an efficient staff—and it would prevent 
many square pegs getting into round 
holes.—R. A. D., Bishopsgate, E.C. 





if | Were the 
PROPRIETOR 


Of any big business | would hold, at 
irregular intervals an anti-waste exhibi- 
tion on the lines of one I recently saw 


staged by one of the best-known 
manufacturing concerns in the country. 

At times when the employees did not 
suspect I would order the cleaners to 
turn out all office waste-paper baskets 
and for a foreman to collect all alleged 
‘scrap "’ and waste materials in the 
works, 

The amount of unwarrantably dis- 
carded paper, envelopes, carbon sheets, 
blotting, pencils, string, metal, cleaning 
cloths, wire, raw materials, etc., would 
probably amaze the staff, who would be 
called upon to view all this “ waste," 
staged up for their benefit. Possible 
exposure in this manner would probably 
make employees think twice before 
wasting any of the firm’s materials.— 
E. D., Cannon Street, E.C. 


Ge 
if | Kept 


PRESS CUTTINGS 


I would not file them loose in envelopes 
as most people do. I would have a 
large scrap book, so that many cuttings 
could be pasted on the same page. The 
book would be divided into sections, 
according to the nature of subjects 
covered: credit, capital, inventions, or 
whatever they are. Thus, instead of 
having to look up a number of loose 
cuttings of odd sizes, all the cuttings 
on one subject could be seen at a glance. 
—K. L. H.. Victoria, S.W. 


If | Were a 
GROCER 


In any but the most prosperous neigh- 


bourhood | would depart from the usual 
procedure of marking up such commodi- 
ties as butter, bacon, lard, etc., at so 
L much per Ib.; I would mark them at so 
much per quarter lb. 


| The smaller price makes a much more 

direct appeal to customers, many of 

whom pass an article by if they have to 

ask for a fractional part of the quantity 

\ marked. And, after all, the potential 
demand for “ quarters "and “ halves ” 

of many goods is much greater than that 

for whole pounds, and the smaller 

marked price also saves the time and 

\ energy of customers who otherwise have 

to make a mental calculation before they 
think of ordering.—H. E., Gloucester. 


—— 0 


_ IT LOOKS NOW AS GOOD 
AS IT IS 


Last month’s issue of ‘‘ Advertising 

ely y'i ™ describes how a merchant who 

ne cut glassware alongside of 

i goods has increased the sales of 

ass by re-arranging his showroom and 
ifying the lighting. 


All the fine glass is arranged, not too 
airily and not at all “ artily,” on a 
long display counter down one side of 
the showroom. ~ The counter and the 
shelves built up from it are of mirror 
set in matt black painted wood. Con- 
cealed light with mirror reflectors are 
fitted with daylight lamps, which emit a 
bluish light, in which the glassware 
sparkles brilliantly and looks crystal 
clear. Under ordinary electric lamps 
the glass takes, by refraction, a green 
tinge which is definitely detrimental to 
its appearance—its lack of colour is one 
of the standards by which glassware is 
judged. 


The effect of the blue daylight radiated 
from a thousand glittering facets on the 
glass, which are reflected in the mirrors, 
at once attracts attention to that part 
of the showroom, while the back setting 
prevents the glitter becoming garish. 
The cost was only a few pounds, wich 
was quickly repaid. 
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SOUND SERVICE— 
BUT 
WHAT SAYS THE PORTER? 


Head porters of good hotels draw 
commissions from traders to whom they 
send visitors for goods, and that head 
porters wax rich through this practice it 
is well known. 9 


One big hotel has put this service to 
its visitors on a sound basis by installing 
a sales information and advice depart- 
ment, which is, according to a notice 
displayed in several languages, in 
intimate touch with the best and most 
reliable firms. Visitors do not hesitate 
to take advantage of this service, which 
now reflects to the benefit of the hotel 
instead of to è individual servant. 









“THE DALEY DESK” 
light 
4 ft. x2 ft. 3 ins. 


Solid Oak, finished 
or dark, 


REAL VALUE IN 
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£4-°15°0 


More than Ten Thousand of these 
desks have been sold. 


LARGEST STOCKS AND LOWEST PRICES IN LONDON 


NEW AND SECOND-HAND OFFICE FURNITURE 
THE OXFORD CABINET Co. 


146, Charing Cross Road, W.C.2 
Telephone: Temple Bar 4801 





MANIFOLD 
BOOK-KEEPING SYSTEM 
CHANGES THIS 


Ld coi by the TAYLORIX ee you 


two-thirds your ntin 
WITHOUT ANY OUTLAY F FOR 
SIVE APPLIANCES. 
CLIP THIS ADVERTISEMENT 
pin it to your letter-head, and full details 
will be immediately sent .... entirely 
without gation. 


costs 
XPEN- 


TAYLORIX MANIFOLD BooK Sa ev Syst 
165-167, Moorgate 5 London, EC 2 








5,000 copies an hour 
with SPEEDO 





The Cheapest Automatic 
Rotary Duplicator 


Fa duplicators—at any pricè—provide 
the combined speed, efficiency and low 
cost of the SPEEDO. 5,900 copies—on 
any paper, postcard-size or foolscap— 
printed, counted and stacked in an hour. 
Coupled with an ere low Price, 
here is sufficient reason y the Pric 
SPEEDO should feature in your mail [2 
room equipment. 4 years’ guarantee. GNS 


Write ty ee boohil et ont epeenens 
SPEEDO work, or ring 
LITAN 7013 Jor a non-obligatery 
demonstration in your office. 


K. H. 


MICHAELIS & CO., LTD. 
68, Basinghall Street, London, E.C.2 
Telephone: Met. 7013 
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THIS ‘BOOK HAS GUIDED 
THOUSANDS TO SUCCESS 


Let me send yee a copy—FREE 


Burton, once a pat Aes Be clerk Ay yt Md tue one of th the 


lar sha com 
am omens ro ‘a to Siber aE h "Dire 
, of @ great Tobacco Combine 
Neatton, a railway clerk when 
he started to train, now draws 
over {1,000 a year, Clive is 
Director of the large works in 
which he started as a labourer. 














fessions. Thousan 
already hokling good, s- 
ve nAi prsa at £300 to (300 
year, are steadily cli 

the same inden. 
And each of 
them says, as 
School's 
letter files prove, 
"It was the Book 


J. D.C. Mackay, Principal 


‘SOME OF ity CLYN 
THE SCHOOL'S 2 SWAY. 
COURSES ..... dona z yy 
The School oi | 


Accountancy gives 
specialised postal 
training for all 
Accoun , Secretar- 
ial, Banking, Insutance, 
Commercial and Matri- 
culation Examinations, : 
and for appointments such as Goneral 
Manager, Company Secretary, Accountant, 
Works Manager, Cost Accountant, Office 
Manager, Auditor, Cashier and Chief Clerk. 
Also courses for youths and ladies and in 
all business and general education subjects. 


FREE—THIS 180 PAGE 
GUIDE TO CAREERS 


“The Direct Way to Success” allows the 
reader to see Business through experts’ eyes. 

There are contributions from famous Business 
Leaders, and the careers that business offers 
and the avenues that lead to success are 
made absolutely clear. The results of School 
of Accountancy training areshown in instance 
after instance that would read like romances 
were they not attested correct by a Chartered 
Accountant. Incontestable proof is given 
that The School's tuition is the most efficient 
for commercial and professional examinations 
and for training for executive positions. 

Further, this book explains how the personal 
advice of the Principal can be obtained, how 
fees can be paid by instalments and how 
examination success and qualification can be 
definitely guaranteed. Mark your request 
“ 1933 Guide.” 


CIVIL SERVICE CAREERS. Inspector 


of Taxes, Customs and Excise, Executive 
Class, Clerical Class, Post Office, Female 
Writing Assistants, etc. Ask for free Civil 
Service Guide No. 4 


THE SCHOOL OF 
ACCOUNTANCY 


N di 


111 MOORGATE, LONDON, €E.C.2 
2 WEST REGENT STREET, GLASGOW 
Manchester Leeds Liverpool Birmingham 


@ South Africa: Shell glouse 


Johannesburg 
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Do You Ever 


Check-up the Reasons for 
Those Dead Accounts? 





say: “ The number of customers 

literally driven away by firms is 
greater than the number won away by 
competitors." 


| once heard a well-known manufacturer 


This is literally true, and is all the 
more remarkable when it is realised what 
great sums of money these same firms 
spend in securing customers in the first 
place. They run national advertising 
campaigns, produce tens of thousands of 
sales-aids, train salesmen, participate in 
exhibitions, and so on, yet once a cus- 
tomer is secured so much is taken for 
granted that little effort seems to be 
made to hold him. 


textile manufacturer near Leicester 

the other day sat down to lunch in 
a restaurant. By a coincidence there sat 
opposite to him a man who, two years 
previously, had been one of his best 
customers. The meeting was not a 
cordial one; the late customer was as 
cold as ice. 


However, the manufacturer started a 
conversation, and by the time the meal 
was over the talk had got round to the 
question of why the customer had taken 
his business somewhere else. “ Wasn't 
my stuff good enough? ”’ queried the 
manufacturer, “‘ Wasn't it the kind of 
thing you wanted; wasn’t the price right, 
or what was the trouble? * 


“ Oh, there was no trouble exactly,” 
replied the customer, ‘‘ only your people 
got so slack, never seemed to care 
whether I ordered stuff or not, never 
called in to see how things were, and 
when I rang up your office they didn’t 
even know me; I had to hang on while 


By A. W. SHORTT 


all sorts of inquiries were made. When 
Mr. Smith was your salesman, he used 
to call and see me regularly, irrespective 
of whether I had an order to give him. 
Since he left I’ve not seen anybody." 


Here was a valuable customer, secured 
in the first place by a highly-paid sales- 
man and then left to drift because the 
salesman left the firm. 


In this particular case the manufac- 
turer got back his lost customer, and 
many more, too, by spending a solid 


week going over the books for three — 


years back and scrutinising the names of 
every dead account. Some of ths 
“ dead "’ customers he visited personally 
and won them back on the books again. 
The remainder of the names he passed 
on to his salesmen for special attention. 
Over 12 per cent. of the dead accounts 
were thus made active in one month. In 
two months more, 22 per cent. were back 
on the books. 


Any manufacturer can do this. It costs 
nothing but a little time to perform these 
autopsies on dead accounts, and the 
value of the results is far and away above 
the time devoted to it. 


There are hundreds of customers lost 
to various firms through ignorance or 
carelessness of junior members of the 
office staff. 


knew the case of a large printing firm 

which lost a customer who regularly 
spent with them over £3,000 a year on 
print. The printer had a really first-rate 
salesman and this salesman had become 
a firm personal friend of the customer. 


Back at the printer’s head office, how- 
ever, a young man took over the position 
of “ contact man ° and was given this 
customer’s account to handle. This 
young man was rather overbearing in 
manner and his conversations with the 
customer by telephone annoyed the latter 
very much. This went on for some time 
and the customer complained to the 
firm’s salesman, who took the matter up 
with his chief. In effect the chief told 
the salesman not to meddle with office 
matters which did not concern him. 


The result was the young man con- 
tinued to annoy the customer over the 
telephone, until one day he overstepped 
the mark. The customer hung up the 
receiver and sent a letter to the printer 
closing the account, 


The loss of so important a customer 
was naturally brought before the direc- 
tors, who traced the cause to its origin. 
The result was a change in the office 
staff ; nevertheless, it took that salesman 


more than three months’ hard work to | 
maat "SAVE MONEY 

a how many losses cn this go on 
without executives ever getting to know r 
the real causes? How many accounts Buy from the actual manufacturers 
go ‘f dead’ as a result of the tactless 


handling of a situation, a careless letter 
or mere neglect? 









he head of a firm selling hardware 

specialities told me how he lost a 
good customer through a clerk in the 
accounts department. This customer let 
his account run a few days over the time 
limit for discount. The clerk wrote a 
very pointed letter asking why the 
account had not been paid, adding that 
no discount would now be allowed. 


This customer resented the attitude 
and closed his account. He was won 
back, but it- led the firm to appoint a new 
man as chief of the accounts department, 
and accounts and collections were 
handled very differently from that time 
onwards. 





Pedestal Desk 


B.51 This Desk has beens cially designed to 
meet the demand for an efficient a — effective 
office desk at a reasonable 


4ft. x 2ft. 3 ins. £3- 17- 6 


Also supptied $ in various other sizes—prices on applicãtion. 





he head of a firm manufacturing fire 
grates told me how one day he met 
old and valued customer who had 
recently closed his account. Asked why 
he had gone over to a competitor the 


customer revealed the treatment he had Pri London delivery, rder) 
received. it Mg ene Packie free. oe 


In a certain order he had asked for an B 
extra supply of special fittings to be 
included in the case. The extra fittings 
were not received, so the customer wrote} Showrooms: 110, OLD STREET, LONDON, yi 
stating the facts. The reply was a bill aE E EE F 
for the fittings. This started a long } s 
correspondence in which the firm main- 
tained that the fittings had been included 
in the case. The accounts department 
then began to worry for the full payment 
of both bills and ended up with a threat B U S i IN E S S 
to hand the matter over to collectors. 
The customer never received the special 


eit Oe he paid the bills and went M ARK "ETIN G 


This story decided the manufacturer 
to look into his office methods. He 
found that a youngster had been respon- 
sible for the whole trouble; moreover, 












Send for full illustrated lists 
of O Furniture of every 
description. 







A good Letter Heading 





he found that though he had made heavy . 
investments in advertising and sales- Ei will. HELP ‘a IF YOU ARE 
men’s time he had a most depressing 
list of dead accounts. DOUBTF UL— 

He decided there and then to start a . Rr ee ee ar eee s 
full investigation of every lost account. to your business could be “kalt 

He wrote a personal letter to every better—more accurately—in loose- 
dead customer and got over 30 per cent. leaf books 
of favourable replies. He followed these and if you are not sure which 
up with a personal visit. In three months A looseleaf system would prove the 
of api wors = had reopened 20 per A $ x most efficient and economical— 
cent. of the dead accounts. But, as he 4 s SEND FOR THIS “ROBIN” OUT 
told me, ‘** It cost three times as much to Á EVEN AL AND PROVE 
reopen those old accounts as it did to ww OOSELEAF BOOKS ARE | 5 tani 
get them in the first place, In future | 
will see that no customer’s account will One “Robin” Binder 5818, bound full | 
be closed without I know all about it a Nd H R Il L d menoon purvam; wich A-Z index, and 
beforehand. | 4 $ etl, ta. | cash or double ledger. = Q 16 

ost irec. 
ma Sait, aranne on || Bente, Die Stamper and 
9 * € s H ál d catal F 
pe me, majority of accounts going Photo Process Specialists CA IEE O CRD E OAP EAN 
dea would show up as some error e 
or commission which could well have Carlton St., Nottingham J.W. are & SONS 
been avoided if the matter had been. M Beg sian ; 
> ewry, E.C.2 





properly handled. 








BUILDING 
‘GRIFFITH’ PRESTIGE 


THE OLD BAILEY PRESS 
GETS YOUNGER 


Long establishment has 
little virtue in itself. When, 
however, it provides parallel 
evidence of long -retained 
goodwill, it justifies pride and 
deserves mention. 


@ The House of Griffith was 
established by W. P. Griffith, 
the present Managing Direc- 
tor’s grandfather, in 1855. 
Since then the firm has done 
and is still doing business with: 


5 firms right from the start 
10 firms for 50 years or more 
40 firms for 30 years or more 
80 firms for 20 years or more 

120 firms for 10 years or more 
300 firms for 5 years or more 


@ This speaks more 
convincingly of the consistently 
high standards of the firm’s 
work and service than any 
direct statements of their 
present potentialities. 


@ The virility of the Old 
Bailey Press increases with 
the years. Give them an idea 
to develop or evolve; give 
them a chance to discuss 
means or methods; give 
them a job to do... now! 


Have you seen the “ PRUJEAN™ SIZES CHART? 
Send for a copy — it will save you money 


W : P: GRIFFITH 


AND SONS LIMITED 
THE OLD BAILEY PRESS 


PRUJEAN SQ OLD BAILEY 
LONDON 
E-C-4 
Y. 


TELEPHONE - CITY®4240 - (4 LINES) 








It 
really is 


surprising | 


what can be done with mechanical tints 
in illustrations. Do you know, for 
instance, what a Nickeloid typetint is? 
Write, on your business letterheading, 
for our booklet ‘Mechanical Tints” 
and see if it will not inspire you to 
something novel for your advertising 


illustrations and headlines. 


(e) 
NICKELOID 


ELECTROTYPE COMPANY LIMITED 
BLOCKMAKERS WITH IDEAS 


PRINTER STREET, LONDON, €E.C.4 








Printers 


with own Paper Mills. 
Get a Lower Price from 
Ask us to 


quote on your next job 


Déayton. 


k 
DRAYTON 


Printing Works 


South Park, Fulham 
London, $.W.6 


printing since 1856 
paper over 200 years 


FRED. G. DRAY, MANAGING DIRECTOR 


BUSINESS for FEBRUARY, 1933 
nanmanna 
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Pitfalls in the Sale of Goods, by Gabriel 
Cohen and Norman C. King (Jordans, 3s. 6d.). 


Every reader, at some time or another, will 
meet with points of the Sale of Goods Act 
which he dves not fully understand. This 
book is a clear and concise explanation of the 
Act. To give the reader an idea of the great 
range of information given, here are a few 
of the questions to which the book gives 
answers in a straightforward ahd non-legal 
manner : 


When should a seller obtain his customer's 
signature to a written memorandum of sale ? 
Who must bear the risks of Ownership? 
When is “ Time ™ an essential part of a sale ? 
What are the obligations of a seller when his 
customer relies upon his skill or judgment ? 
What risks does the seller run in selling or 
agreeing to sell perishable foods, which have 
been destroyed without his knowledge ? Who 
bears the loss through deterioration of goods 
during transit? When is payment due for 
goods which have been bought in an unfinished 
state and which have to be finished ? When 
is a seller paid for his goods, when he has not 
actually received the cash? When may a 
seller withhold goods which he has sold from 
his customer? How can a tradesman raise 
money on his stock? What security for 
payment has a man who does repairs? Can 
a tradesman recover stolen goods or goods 
obtained by fraud ? When does a trader lose 
his right to recover goods which he has sent on 
approval? How can a trader protect his 
goods, when they are on customer’s premises 
and have been seized for non-payment of 
rent? How is a seller who sells on hire- 
purchase protected ? When may a sale be 
made safely to an infant? For what goods is 
a husband liable, when they are bought by 
his wife? When is a trader liable for the acts 
of his agents? What rights has a seller when 
his customer dies still owing for goods ? 


Principles of Store Practice, by Frank 
Chitham and 8. A. Williams, M.A, (Pitman, 
5s.). 


The rapidly changing conditions in retail 
trade in the last few years make it more 
necessary than ever for the smaller retailer to 
study closely the methods of the most modern 
and progressive stores. This book can be 
looked upon as one of the most authoritative 
of its kind. Both authors are known to every. 
retailer in the country ; an A.B.C. explanation, 
therefore, of the methods which have led to the 
success of the great retail houses with which 
they are associated need little commendation 
for us. 


The Managing Director Himself, by Herbert 
N. Casson (Efficiency Magazine, 5s.). 


This book has been specially written for 
managing directors, and to help those who are 
preparing to be managing directors. 

It deals with business efficiency from the 
point of view of the “chief” himself. It 









defines the qualities that will enable him to 
. sueceed and to keep his firm alive and in good 
health. 

og How to Keep: a Business Healthy ” might 
Be have been the title of this book, for that is its 
theme throughout. | Mr. Casson gives five 
chapter heads; They are: The four vitamins 
of business—-Knowledge, Judgment, Decision 
and Strength. 


>. The book gives the knowledge and experience 
of a “ business doctor’ who has seen many 
businesses rise and fall, and has noticed the 
reasons: why they rose and fell. Executives 
n all p eli bormen will enjoy this book ; 


a 













low to. Got i -Riport Orders, by Raymond 
saccade (Pitmans, 3s, 6d.). 


is what thousands of traders want to 
“To eaten: export business just now” 











Orie chapter is devoted to British buying 
offices located in this country and resident 
buyers located overseas. Another deals with 
gelling to visiting foreign buyers; a third 
with how to make a selling trip overseas, this 
is a matter of which many traders have only 
the haziest knowledge; a fourth deals with 
< what qualifications an export salesman should 
have; how to organise your own export 
department at home; and what opportunities 
-° there are in overseas markets for enterprising 
-o manufacturers who have not yet considered 
<. exporting. It is definitely a book which will 
help you to increase your sales, 


°° The General Tariff of the United Kingdom : 
Law and Regulations, compiled by A. 8. 
<- Harvey of H.M. Customs and Excise Depart- 
ment (Pitman, 5s.). 

This book, by a recognised authority, 

>o: provides a thorough guide to the working of 
tariffs and to the official regulations respecting 
| the various dutiable goods, the documents 
-< which must be completed, and other general 


<c information such as warehousing, trans- 
shipment and re-exportation. The book is 


as closely up to date.as possible, and covers 
the Impert Duties Act, 1932. 


š :Sterling---Dollar Conversion Tables (King- 
ston’s Translations Institute, 2s. 6d.). 










ibs.. (or from sterling per imperial ton to 
dollars per 2,000 Ibs.) at exchanges $3.00 to 
$3.95. to the £, rising by single cents and by 





Covers sterling per cwt. to dollars per 100 | 


Strangers i 


JUST PU BLISHED- 


HOW TO GET 
EXPORT ORDERS 


By RAYMOND RUTHERFORD 


This book: shows, clearly and logically, the 
methods. and qualifications that are essential 
to businesses or salesmen who wish to develop 
export markets. It is based on a unique 
experience of the intricacies of export s 

manship, and of foreign buying methods. 


CONTENTS (Abridged) Psychology of Export- 
ing---Buying Offices cae Resident Buyers- 
Selling to Visiting Foreign Buyers—Overseag 
Selling Trips~-Free-lance Export Salesrnen—~ 
Foreign Agents-—~Export Salesman’s qualifi- 
cations-—Export De oad hae Organisation— 
The Chance for Small Manufacturer. 


rapp. 3/6 net. Crown 8yo. 
Order from a bookseller or 

SIR ISAAC PITMAN & SONS, LTD. 

Parker Street, Kingsway, W.C.2 
























~ PRODUCTION 


Do you know ? 


—that by our Mass Production 
Methods we can supply you with 
250 Real Photo Postcards for 20/- 
This price includes reproducing 
from any Photo, Drawing or | 
Sketch, and includes lettering. 


Send a postcard for samples and 
a copy of our booklet “ Photo- 
- gfaphic Printing.” 
B. MARSHALL & co. 


FORD STREET, NOTTING HAM. 





bi ae - 
THE SPEED SYSTEM 
OF FILING 


THE BRITISH AUTOFI wre a Portable Filing 
oa for letters. Opens like the drawer of a 
cabinet, giving easy access to contents, May be 
ned out flat or fitted to existing cabinet. 
rite for full particulars of this popular range 

of filing devices to 


THE BRITISH AUTOFILE CO. 
9, BEER LANE, £.C.3 = ‘Phone: Royal 3660 


Magnetic Personality for YOU | : 


A powerful eye; remarkable memory; quick thinking: 
steady nerves; thrilling health; case and influence among 
‘great brain power; charming oo 


beauty of facial. expression; all may be y ours.. 








charts and diagrama that clearly ree 


Le during the free 3 Days’ Approw 


ree 
An amenta — ay oer E 


ay a 
_ Questions and Keys, 


. garnest stidenta The thinking enai esi a 



















By Grenville ; Kleiser 

One of the world’s most outetand ~ 

ing helpful works,as oupplied t to : 
leaders in every sphere ofie. 


Most Valuable baformation for ol daros (qe 
improving thelr sosial states. and Tereon n they 
earning power is here offered gratia ste. poet Hee be. 
readers. Write for it to-day, Ts will Hew a new Hebe l 
on how to : ae 
Develop Your Thinking Powers, te 
«Bean Tore cloarly, ‘logically l yer o 
~winepire yur Thinking, Eneste, T : 
Actions with Sound dudement. a 
se i your Mind a rapidly imoriuingly Moni: ; 
ker, 


"H OW to Bald Mental Power ” fe a: reg poii 
large Hbtery volume of KUS pages : 








the mental powers. es 
be obvious ie the Pmmedinte and ondas hens Ge 
of this notable work. on the. selenite bead i 
nient of the mental po ji 
willingly send ji post free on a Days d 
readers mentioning this journal. 
SOME OF THE SECRETS REVE 
-Mow to Develop Concentration. 
~~ How to Balid a Stock of Ideas, 
~-How to Pub Your Mind in Order. 
~The Power and Use af Words. 
~-Kiiles for Clear Thinking. 
-How to Find the Facts, - 
-How to Build Intellectual Poros. 
-Erow to Analyse an Areument, 
-flow to Form Sound Opinions, 
~~Practival Plans for Study 
-Studies in Cause mad a E 


-Development and Üs sad the Wih 
~The Study of Arawnents 
-—imarinaton and E iris 

-= Buliding a Retentive Memory. 
~—Cuitivation of Conscience. 
-Power ol. Tatuition. 
Phe Bearch for Trath 
-flow to Develop Breadth of Mind. 
— Spiritual Culbire. 


FASCINATING POWERE-BW 





























the reader will find liltawel? 


Developing Conscie 
wer Mental Eeercines, wih f 


ASTONISHING IMPROVEMENTS 


and more anki more correct in deabia. ‘ 
Conversation, writing and public epeaking 2: be 
charged with more as regarda ideas, chalice of & 
words, phrases and arguments, Oftere Gooi 
increasing mental power, personality and Giorio 


AID IN PROFESSIONS AND BUSINESS: 


‘ONEY-MARING and sel-mivencement. ol every 
kind became sasler with developed mano pover: 
The mind is the real meastire of etary ian mi 
confidence, courage and will-power to why obe’s desired. 
reward are based on “ having the rind "to: au. E ' 


Wes tota to-day for particulars of the- T Tues 

nation Approval of “ Howie ft ee e 
Power panmi thy Grenvil A Kleiser) and how yaw may) 
you wish--refgin and prolo by thie a g 5 
AT and heipful work for a firsi sabeeriniae ne 
onty y 


NEY s litaited number of these torge Horae ete. 
are ready for bomedinte dellecty, ah rls ROS: . 
u would like one sent to vour mome en ihe TES EEES 
ys’ Examination-Aprrovel. Address: year 
si eee PUNK & WAUINALES CO. Patiligher. ee 
n paar gis hap agra ei St. | Bla So es 
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becomes increasingly 
= important in all 
industries. More than 
ever it is essential to 
<- have accurate costs, 
_ budgets, planned pro- 
-duction and an exact 
basis for executive 
= control. 


WALLACE CLARK 


ce and “Company 
. nsu ting - ‘Management Engineers 
lente in Leading Industries of 7 Countries.) 


















uropean ‘Headquarters : 
yaa Emmanuel Ill 


Chare for the Chief Executive “ 
nt free On request, 


U KNOW HOW 


ut own your expenses and 
ase the efficiency of your 
> mail advertising at the 
same time? 








10.0 
Completely. Equipped with 
— ARLAC DURODERMA 
Dry Indestructible. Stencils and 
- ARLAC DUPLICATOR 
n o o INK 
- | Two- Colour Work 
One Operation 
FOR PARTICULARS WRITE : 


R Retail Pae £10. 
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| machine ) 1 
oo | afmouncement_ on page 44. 












A sales letter can be one of the most 
effective, as well as the cheapest, media 
for producing business. On the other 
hand, a sales letter can waste a lot of 
your money. Writing sales letters of the 
first category is a specialist’s job. If you 
need letters of this kind or want to 
improve the effectiveness of your existing 
direct mail matter you will be interested 
in the announcement on page 4, of 
Multi-Plan Advertising i vices, Ltd. 


Does it mean anything, in terms of 
better business, to be able to reach nearly 
6,000,000 ‘* prospects’ daily through 
one newspaper? The News-Chronicle 
tells you, on page 35, how this can be 
done and what it costs. 


At the British Industries Fair, which 
opens on February 20th, you will see a 
bigger range than ever of British-made 
equipment for the better and more 
economical management of business. 
You will be interested in the wide variety 


| of all-steel equipment shown there by 


the Art Metal Construction Co. A few 
of this firm’s products, shelving, cabinets, 
index systems and desks are shown in 
this issue, on page 20, also an invita- 
tion, in the event of your being unable 
to visit the Fair, to send for a special 
catalogue of steel office equipment. 


For every firm which sends out 
parcels, whether by mail or by hand, the 
tying tape provides a good opportunity 
for free publicity. P. P. Payne & Sons, 
on page 33, offer to send you samples 
of this selling aid. 


In your own office you can cut down 
your expenses and at the same time 
increase the value of your publicity 
matter by means of the “ Arlac Four,” 
a compact printing machine which 
enables you to do two-colour work at one 
operation. An illustration of this 
appears in ©. F. 





ao DE LI i 


can YOU use? 


unique steel office furniture Py 


compactness, utility and price. 












and 


SERVICES 





#3 178. 6d. This seems an oppartönle ce 
which no business man should let slip. 
There is a large illustration of the desk 
in Belchem & Co.'s advertisement ono | 
page 4I ere ar a: 

e 


Referring again to the newest pusit 
equipment which will be on view at. 
British Industries Fair, a wide ra 


















Co. will be on Stand No. 3c 
niture Section at the” 
design of this furnit 
ordinary, and is thorough 
examining from the points 


given by the B.I. F. that the ma 
efficient management equipment 
established as of paramount importa 
to all business men who would be: 
gressive, comes. the announcement. 
important development a ` Lib : 
Bureau, Ltd. ; 


This firm, with the idea a. not: only 
giving the United Kingdom an all-British 
product, but also with a view to making _ 
London the production. centre. for the 
Empire, are building a new factory in 
the London area for the well-known 
Kardex products and other classes r 
steel equipment. PUES 

Every reader of BUSINESS knows __ 
Kardex and the excellent service: with 
which the Company supports these _ 
products, The new factory which, we ; 
understand, will be in operation: within- 
about two months, will also permit this 
service to be still further increased and 
speeded up. 


The editorial ar ticle on page 
should interest, every. executive, 5 











; (average Pa words to a lence 








: oe es a to be paid for. 


Minimum 3 lines costing 6 
24%, discount for 3 t 


a Sen ler of Arie S, w gnaud 


ADVERTISING NOVELTIES 


L ‘Mvertinine Calendars, Blotter-diaries, Pocket 
, ooo Diaties, ete, ce poe block with. your advertisement for 
So News: Year “presentation to customers. should De 

ordered now frome: De Harper & Co., Lid, 255-262. 


ah 


; Holloway Road, London. NV. 


_ADVERTISING SERVICES 


2 Advertising. ~The only kind worth while is 
Anat which brings results. Valuable booklet “ Resultant 
© Advertising. post. free to Principals. Merritt 
- Advertising Service Lt.. 12, Wh Whitehall, ae ay SW. 


‘Modernise Now. Advertisement and Fold 











| Advertisement and Folder 

noi Leyouts, Standard Typographical Material, Speciality. 
Joo Hend- lettered Showcards. Competitive Prices. 
nes ae Leach, 55, Belgrave Road, Darwen, 


: ~ APPOINTMENT S VACANT 
i ,000 earned in the Best Paid Job in 


business... Vacancies. occurring every week. You 
an: qualify yourself for. such a high-salaried manager- 
ship: through our plan. Write for Free Book telling 






















w you can get one of these berths, to Business 
vite Ynstitute: Room 42. & Carmelite Street. E.C.4 


A B tter Job. - Dr. William G. Fern’s “ Book 


sst nnd his highly practical postal courses 











iped | 2000 men and women to better jobs 
‘incomes in the office, store, and on the road. 
ook. of Success” free on request from Fern 
ness Institute, Dept. J, 11, Upper Woburn Place, 
see bide l. Send eee for Postage. 
































Soe -felend A hii E 
d to-day he is drawing (866 
“be trained by Mr. Attwood 
me. Send to-day for 24-page 
book, The Profession of Salesmanship,’’ post free 
on request. The Wallace Attwood College, Dept. 
B9, 26, Bedford Row, London, W.C.1. (Phone: 
Chancery 752 26.).. 
















TPE me 
‘by post in het paR 









anaia “WHERE YOU CAN 





OFFICE EQUIPMENT 












this year by installing 
NEW METHODS and 
NEW OFFICE EQUIP- 
MENT. No disorganisa- 
tion—-no tronble to you. 
Callin Philip Samuel- 
g Phone or write for ap- 
pointment—tno obligation 
is incurred. 


PHILIP SAMUEL, M.s.m.a. 
497 High Holborn, W.C.1 Chancery 7727 
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VISIBLE INDEXES 


OU BIZADA (CARTER-PARRATT, LTD), 16, Victoria 
ea Sti, London, S W.I ‘Phone: Victoria 10456. 






“AVEDEX iC. W. CAVE 


& CO, LTD), 45, 
Farringdon Road, E. C.l, 3 


Halborn S671 i2 








Telephone : 


MONTREAL E 


WINNIPEG SS 


APPOINTMENTS. SAP AET 





































REGINALD W. BARKER & CO, 





Appointments, A service by world-renowned 
consultants is available for business and professional 
men anxious to secure an appointment at home or 
overseas. Write, or eall for detaia, George Brook, 
Ltd., Appointment Consultants (Head Office) 50-517, 
High Holborn, Londen, W.C.1, or ‘Phone Chancery 
8341-8421. 





EDUCATIONAL 


Learn to Write Advertisements and earn 
from £5 to £20 per week. Unique offer to those 
writing for our free book, © Advertising asa Career,” — 
Dixon Institute af Advertising (Dept. 2}. 195, Oxford 
Street Wl 





man: aiana panna aaan aaae aana AA aea 


You can make your spare time bring you a 
full-time income in a fascinating business of your 
own at home. New method ensures success. Few 
pounds capital oniy needed; no samples or outfits to 
buy; mo rent, rates or canvassing.—Send to-day for 
free booklet to Business Service Institute, Dept. 861, 
Carmelite Street, E.C.4. 


Be a Master of Correct and Forceful English. 
Learn to write compelling letters, develop conversa- 
tional power, and become a more effective personality. 
Postal tuition. Prospectus free.—- Regent Institute 
(Dept. 836), Regent House, Palace Gate, W.S. 


FOR SALE AND WANTED 
3 Oak and 9 








Bargains in Filing Cabinets. 


Strong Art Metal Construction Cabinets. AH in 
execHent condition. The oak are very sturdy, hand- 


somely finished t Advance” 4-drawer foolscap. No 

locks or keys. The ateel are 4-drawer foolscap size, 
complete with automatic locks and keys, Oak 
cabinets £2 each, steci (4. One only steel cabinet of 
special construction, the space of the top three 
drawers being occa pied by 6 half-drawers divided at 
the centre to take Gin. x 4 im. Index Cards, £5. 
Packed and delivered. Real Bargains. Communi- 
cate: Messrs, V. England-Richards Co., Ltd., King's 
Lynn, Norfolk. 


CALCULATING MACHINES 


J. C. BURNHAM & CO. (GREAT BRITAIN 
LTD., Bush House (West Wing), W.C.2. 


Telephone : 


Temple Bar $700. 


GILBERT WOOD Arithmetical Machines} Bid.. 
75B Outen Victoria Street, E.C.4. 
Telephone: City 2205 


TRADE MARKS & PATENTS 
TRADE MARKS 


REGISTERED AT HOME AND ABROAD 









PATENT AGENTS 
$4, LUDGATE HILL, LONDON, £.C.4 
ESTAB., 46 YEARS - 

SEND FOR BOOKLET “ TRADE MARK NOTES” 








F FOR SALE AND WANTED- — 
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VE Press. toe Embossing Showeards l 
with itype EU 10: Hoods; Magravers, Be TRIE ust 


MISCELLANEOUS 


Don't Order Blotting tll you have tested a 
LBC SUPE RSORB The biting: Sao BR 

different with a big price sawing. meld iy 
we refund postage H-addetesedd. 


$s 
Ceo. B Section, Shadwell Sirect, Bi eel 
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Sen = = ‘ s pasvarais i ele yraa wort nueisss reais EN 


Time PORR TON Fa 

Maintenance Servies,. K 
versions, Gledhili- rook: 
Hi uagewnein. i ; 

















| SHOP, OFFICE AND WAREHOUE se p 
| Electric Lighting 











pena C. J. HAWKINS 
n 43, GREAT SAFER 














HILL, EGI 






Repairs of every 
description 







Phere: Gono rage 
FOR URGENT ATTEN FON 





Estimates Free 










TYPEWRITERS & ACCESSORIES 


GENERAL PYRE WRT ER ce “HANDE 
47, Theobald’s' Riado Southampton... haw 
‘Telephone + £ Ghancery Tah. 









winpow ; pispLay SERVICE 


TEXTOP HOTE: "DISP LAY A OC ADVE 
STUDIOS ETD, 7 3a, Coprutt waget i 
Telephore. Nonb a 453, 
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NEWSPAPER 
_ DIRECTORY 


kJ 


an, 


| Eighty - Eighth Annual Issue 


HE NEWSPAPER PRESS DIRECTORY comprises over 630 _ 
ages. and gives detailed information about newspapers, magazines 
ne rade l publications of the Empire, together with those of the 
principal foreign countries. These are arranged geographically and 
topogr iphically and classified appropriately. It also contains a great 
deal of general trade information, and articles on advertising and OR 
< journalism. As a supplement to this guide a Newspaper Map printed = 
= in five colours, showing the towns where papers are published, and i 
> distinguishing between those with one paper, more than one, and those 
- ~ spublishing dailies is issued with the Directory. 


PRIN ANAE LAA nd (ine A WY ih maven bree AAAA S D A tA hon in mt a Yn Lm TEMALAR 7 P| RR Re YALA LR Fl A UES 


<< DPostFree d= Abroad 


Anette ta pen nt Hd i Wa remo niet treilera h adra eta is aaa 


TRE oS SEND THIS COUPON NOW. 
So the Publishers, | 
oo Phe Newspaper Press Directory, . 
, a Mitchell House, 1-2, Snow Hill, London, E.C.1 
‘Please forward Ong copy of “ The Newspaper Press Directory,” 
1933 Edition, 
. Gheque or P.O. for 5/- enclosed. 
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w We Help — 
ars to Sell More 


Paced’ Routine 


reases Turnover | 
and Profits 













“OFFICE 


_ «THE IDEAL” 
THE SUPERB TYPEWRITER 





OANA SEY ESCO EIR STILT OIE NE ERATE SOTO Sak SY MLL meen ENE TSR DENS TY Seed ebsites eiA a lions 


The flow af repeat orders for “Ideals” more than 
“testifies to the merits of this ideal machine. 

A Waser writes: ‘Send us two more ‘Ideals’. 
Our typists all want lo use those we have.” 





















THE BIJOU QUIET PORTABLE 
lis real quietness and light touch are a real aid 
ò efficiency, while its compactness, lightness, 
liability and beautiful work make it THE BEST. 
With feur-row standard keyboard, complete in 
vase. iWeight 8 ibs., nearly 2 ibs. lighter than 
l all other portables. j 

i5 $s. Od. 

complete in case. 


“SAVE LOSS, 

PREVENT FRAUD, 
PROTECT YOUR 
| CHEQUES WITH 
A “SAPEGUARD?: 
| CHEQUE WRITER 


Kimman th diate arealen nnana opa ooien 





As used by the leading firms. Do you realise 
that an altered cheque is your Habilitv ? 


Bargain. New: £8 8s. each 


Ali makes of Cheque Writers in stock 
at half usual prices. 


BARGAIN OFFER 


Fire - resisting and 
Vermin-proof Steel 
Office Cupboards, 
finished art green, 





rae TAPPI 


THE FAMOUS 








SAVE 80°). 


Gane & Machines and Duplicators. HIRED AND ap 
PRINTERS, GESTETNERS, RONEOS, 





fach 


Will multiply, divide. 

add and subtract in 

1/l0th time taken to 
do so mentally. 


IN POSTING TIME 


And let your business-getting letters look like 
personal letters with actual postage stamps by 
using the TAPPIT stamp affixer. 
Cheaper and quicker than a Franker, all stamps 
fixed, checked and counted in one operation. 
British made and guaranteed. 
Write for details 





UNIQUE 






CALCULATOR 


from £29 16s. 


‘Tens transmission 


Write for details. 










GAMMETERS, ET 


NO MORE TELEPHONES 






ae KNOCKED OVER 
ERROR If you use Telephone Extending Arms 
LINE GUIDE Extend and Swing in any direc 
COPY « tion. Supplied with fittings for 
n wall, desk or table: 
saves the . 
typist’s ume Extending 
and your 93 inches .. ja 
ii N ‘ notepaper. 279 ea : 
san q Yap the lever z idi A et 
and the line 32 n we BBs 
guide moves 36, 6 we BIG 
down. Post free. 


Price, as 
illustrated. | Message Recorder 
21/- Hygienic Glass Mouthpieces 
And cheaper finflnengza) tor G.P.O. phone 2/2 post free. 


model. 15/6 The modern 


3/6 post: free. 


tening 








TAPPIY of paper itself. 

CLIPLESS Post free 10/8 

FASTENER And cheaper 
model. 

{6 post free. 


SPECIAL OFFER 


NEARLY, NEW 
Book-keeping and Accounting 
Machines, Loose Leaf, Fanfolds 
or Book Writers, with or with- 
out Adding and Subtracting of 
all makes, at Bargain Prices. 


15x 18x9 





THE ADDOMETER 
NO MORE ERRORS. 
pocket Addormeter. 


and accurately. 
Ordinary Figures and Feet and Inches. 


So Simple Any- 
one Can Usa it 
In Plush-lined 
ducoid case, 
Size 


134 X 23x23 





When ordering state for what money required. 
Also cheaper pocket Adder for ordinary figures. 
25/+ post free. 


and Indian money. 





Post free. 


THE LATEST INVENTION! 
A FOUNTAIN PARCEL PEN 


F'scap size, 
1/8 WITH RUBBER NIB 








(prevent. ~ 


method of faş: 
papers.” 
Makes clips out 


Use the wonderful 
Adds and subtracts rapidly . 
For English money, Decimal or _ 


FOR 
POCKET OR 
DESK 



























quite clear. 









\ 
lever ses ee Swinging & Detachable per rey wae a catia line oa papery can van, 
: , extra. wo met glass or any surface 
Go high, LETTER TRAY SET For Addressing Parcels, Writing 
| l4 ins. wide, AG J m Notices, Price Tickets, Labelling 
i) £2 ins. deep. A big Goods, etc. 
20 ins, high, efficiency. 
iš ins. wide, £3 All trays lift PRESERVE 
. , 18 ins. deep. off, are YOUR LETTERS 
=r . 6 ft. high, 2 ft. wide, interchangeable, 
y H /18 ins. deep, as swing out of a ae i je 
+ idustra- PAE SEDED AEA AARSE nil ust an ire by 
eat, ted. £4 10 Way: eave dE ge ee MS | ee Spa using our Art Green 










i All carriage paid. 
A Other sizes in stock. 
S | Half the price of 
ood. 


w 
| Essential for storing 
Books, Papers, Box 
Files, Letter Trays. 
Oiher sizes equally 
cheap. 


—tnvauggtannanncaratione vaaan 


Material of Trays. 
Light or Dark Oak 
Real Mahogany 
Steel, Finished Art Green 46/- 


y. 





Number of Trays per Set. 
2 Trays. 


4 Trays. 
35/« 
45 /~ 






3 Trays. 
31/- 
40/- 
40/- 





8 and Particulars. 


YLO AS TYPEM [RT 








ARKET 7%: 


Complete with post 
and fitting for wall 


or desk. All inland 4 drawers, 4to 
27/- cartiage paid. £6 7 8 
Approximate internal 4 drawers, tgs Š 
_ dimensions of fr 
: x OA ad Carriage paid. 








13} x 9 x 2g i inches, 


TEMPORARY TYPISTS SENT OUT. ` 
„CHANCERY LANE, (Holborn End) 


- Great New Stu EC London, W.C 

























BUYING ABOVE THE MARKET PRI 





he Manufacturer who comes into 
-the market for his raw material is 
extremely particular as to the price 
he pays. Rightly so, of course, because 
cost of raw material is a prime factor 
_ in cost of production and selling prices. 
Unless the manufacturer buys well his 
production and selling costs will be too 
high and effective competition will 
become impossible. 


Just the same rule applies to per- 
sonnel. You hire personal service just 
as you buy raw material. Unless you 
buy personnel wisely the management, 
control and conduct of your business 
will be defective and therefore costly. 
You will be in a less favourable position 
to compete. 

If you pay {1 for raw material you 
expect to get a pound’s value. If you 
pay {1 for wages you expect to get a 
pound’s worth of work. 

But do you get it? Are you sure 
that every man in your employ is doing 
the amount of work to which you are 
entitled in virtue of the salary you pay 
him? If you are not you are not buy- 
ing labour wisely—and labour is a ‘‘raw 
material’’ of your business. 


Systematic measurement of office out- 
put is beginning to take root in this 
country and business men are more and 
more insisting that there shall be 
reasonable correspondence between 
possible and actual output. 


Take a shorthand-typist as an ex- 
ample. She can type, say, fifty words 
a minute. If she typed all the time 
she should, theoretically, produce three 
thousand words an hour. In ordinary 
practice, of course, that speed as an 
average cannot be attained. Exper- 
ience shows that the shorthand-typist 
in full work seldom does more than five 
thousand to six thousand words a day, 
because she has to take and read her 
notes and she is frequently interrupted 
when she has got “‘set’’ for fast typing. 


All this reduces her average speed, so 
that if she is typing six thousand words 
of dictated matter daily she is doing a 
very excellent day’s work. 


Messrs. SWAFFER, LTD., 


The well-known Printers of Bristol, 
write :— 

“ Since the initial installation 
was effected we have found that 
considerable speeding-up in the 
flow of work has been possible, 
with definite economies on the 


overhead costs. 


“The initial cost was saved in 
the first twelve months and ad- 
ditional machines have been 
installed, 


“We shall be pleased at any 
time to answer inquiries regard- 
ing the working of The Dicta- 
phone System,” 





Nevertheless, that is not her full 
capacity. If she had nothing to do but 
produce finished typing she would quite 
easily do twice as much. 

And it is for finished typing that you 
pay her—perhaps {2 1os. a week for 
5,000 to 6,000 words a day. You are 
paying a lot for non-productive time. 


Now it is clear that if she produced 
12,000 lines a day for the same wage 
your typing would be costing you only 
half as much. You would not be pay- 
ing her less: you would simply be buy- 
ing typing—one of the ‘‘raw materials’’ 
of your business—more cheaply. 


This is actually what happens when 
the Dictaphone is installed: your 
typists devote all their attention to 
typing and produce, not 5,000 to 6,000 
but 11,000 to 12,000 words a day. Cost 
of typing is halved. The typists do not 


OFFICE LABOUR THAJ 
IS COSTING TOO MUCH 


By Thomas Dixon - 


work harder, or for longer hours. 
happens is that all their time is di 
to productive work. You pay fo 
put instead of for time and ther 
be no question as to which is the 
profitable method. 


Of course, the benefits of The 
phone are not confined to the 
hand-typing staff: they affect 
directly and personally. The 
venience of The Dictaphone, its i 
readiness at all times, facilitates 
work, helps you to get through 
quickly, enables you to keep a 1 
hand on every department, to 
your desk, to ensure that your | 
tive work is always thoroughly 
date. 


Read on this page what Ð 
Swafier, of Bristol, have to say 
The Dictaphone. Then make uy 
mind to investigate the applicat 
The Dictaphone to your own bu 
Unless you dictate to The Dicta 
you are paying too much for 
typing: you are buying you 
material too dearly. 

Write to-day for Mr. Hutchi 
book ‘‘Office Methods and Prac 
Free. 


THE DICTAPHONE CO., LT! 
(Thomas Dixon, Managing Director) 

Kingsway House, Kiagswa 

LONDO! 


And at Manchester, Birmingham, Liverpool, 
Glasgow, Leeds, Newcastie-on-Tyne and Dublin 










POST THIS COUPON Ni 


The Dictaphone Co.. Lid., 
Kingsway House, Kingsw 
andon, I 
Dear Sirs, 
Kindly send, free of charge, Mr. Hutchiz 
Book “ Office Methods and Practice.” 


N 


OGD NETEN Ni 
B.3.33 












Loose - Leaf Book without 
the hump 
s fof Leaflet No. A245 


A MOORE'S MODERN METHODS 


..... SPEED AND EAS 


Visible Records In a Loose- 
leaf Book. 


Specially constructed FLAT- 
LIE index sheets eliminate 
the hump common to other 
methods, 


Easier to writ 
easier to refer 


Several stand: 
choose from. 

Occupies less : 
less than card 


Nimblex Visible Re 


12 ST. BRIDE STREET 


(M. e ii LTD.) 


1- LO 
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OR thie purpose of handling multiple sets of bm 
requiring carbon copies, Egry Manifolding Registe: 
should be employed, as the interleaving of carbon papt 
is entirely eliminated. One turn of the handle deliver 
| 2 to 5 clear and unalterable copies ¢ 
FGRY the original entry ; automatically _ re 
aa senting a fresh set ready for immediat 

_ CASH use, and retaining—in certain mode 
TI LL -one copy in a locked. compartmen 
o = for checking purposes. Egry Registe: 
a can obe PS for the followin 

ni Cash Til Avihiich embodies the feature of gene ae 
o E __itemised ‘receipt is the most 
id of controlling e every transaction. : 


TELEPHONES : SHEPHERD’s Bus: 







l INSURE YOUR 


SALES LETTERS 


| : - ‘Against the Waste basket! Our new methods of production and. designs for sales letters will g go 
in giving them attractiveness . © . readability . . . Sellability. If you think your Direct Mail can 
a improved, it will pay you to write for full particulars describing this service. It’s fee, of cow 


MULTI-PLAN ADVERTISING SERVICES, Lr 
Go don House, Carrington Street, Nottingham — 









EQUIPMEN? 
SERVICES 


WHICH CAN 





“index and turn t 





: those e announcements — 
Equipment which may 


be of use to you 


BE OBTAINED THROUGH THE ANNOUNCEM! 


IN THE ADVERTISEMENT PAGES 












IN THIS I 
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(82) Roneo, Ltd... .. .- 37 PHOTOGRAPHERS T 
(38) Lilywhite (1982) Ltd, 890 
(39) Marshall & Co, Ltd. .. 4% {f 


PRINTERS 


FOUNTAIN PENS 
(23) Parker Pen Co., Led... 21 


INSURANCE 
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"E tunti 43 (24) Britannic Assurance Co. (41) Drayton Paper Works sox E 
DEMS Ltd... ames 34. (82) Drydens Lid. insets 
: ir Isaac & Sons, i (43) Griffith, W, P., & Som T 
“Publishing” Co. LOOSE LEAF LEDGERS, ETC. (44) Mark, W., & Co. Lea, 
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(28) Clark, Wallace & Company 44 


MANIFOLDING REGISTERS 
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USE THIS If you desire information from 
COUPON the Editor or from Advertisers 


sem eh Samia mean ss 5 sae & ss 2 ann ent Sens MAN Sse an mS et NS NNR ss lS i: ie <I i hm 6 Pree 


To BUSINESS Service Department, 6 Carmelite Street, E.C.4 


Please send, without obligation, more information in connection with advertisement 
(or advertisements) in the March, 1933, issue of BUSINESS numbered below. 
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“our is the latest development 
rld-famous Powers-Samas sys- 
n ot accounting by means of punched 
-~ ards. Powers-Four brings this system 

ee of accounting within the reach of an 

immense number of firms which have 
hitherto considered punched card equip- 
o am far beyond their means. 








With Dowers- Four, | permanent record 
every transaction are. provided by punc 
small standard cards. The punched 
enable the cards to be sorted automatically 
into pre-arranged classifications, ready for 
the information to be printed by the Tabt 1 
lator, The speed of these simple operations _ 
enables executives to have daily reports of — 
ALL the activities of their business, oe 





Powers-Four punched sed accounting equipment is capable of performing all book-keeping | 
operations including Costing, Payroll and Wages Analysis, Stock Control, Manufacturing and 
Selling Costs, Stores Accounting, Purchases and Sales Analyses and Customers’ and Suppliers’ 
Accounts—in fact, all necessary accounting and statistical records, from original entry up to 


<- Profit and Loss Account and Balance Sheet. 


Write to-day for new descriptive booklet to -— 


_ POWERS-SAMAS ACCOUNTING MACHIN ES LTD. 


ALDWYCH ‘HOUSE, ALDWYCH, LONDON, Ww. v.C.2 2 









The 





“The recent conference on working 
= T hours at Geneva did not get us 
| very far. A plethora of theory was 
| accompanied by a famine in facts. 
_ The Labour representatives insisted 

that the institution of the five-day 
-week of go hours must be accom- 
plished without any reduction in pay. 

“A shorter week for the same wage’ 

-was their demand. Clearly this is mere 
| theory. The question of working hours 
| must be decided on business principles 

and not on political ideals. 
= Patently, to reduce working hours 
_ without reducing wages is simply to 
increase the cost of production. This 
would mean that customers could buy 
less of the goods, that there would be 
less goods manufactured and that the 
number of people employed would 
jereiore. shrink back to what it was 

i , and perhaps to less. Instead, 











of leading to more employ- 
vould lead eventually to union 
the ape 








(Based on a Special Investigation) 


Furthermore, such a rise in costs, in 
the alterations in production routine, 
in the amount of plant required for the 
same output and in factory adjust- 
ments, would entail further dislocation 
and expense to industry just at this 
critical time when we can afford no 
more dislocation. 

On the other hand, if the short hour 
five-day week, with no reduction in 
wages, by some miracle produces the 
same amount of output as the present 
six-day week, thereby not involving 
an increase in costs, then no more em- 
ployment would be given, for the same 
number of men would still produce the 
same volume of goods, and no more. 
workers would be necessary. This 
would again defeat the very object of 
the Geneva conference ! 


So the five-day week, as the politi- 
cians and social reformers look at it, 
is an absolute contradiction. 


Meantime, more practical heads are 
working at the practical problem. Our 
own Government has decided to ap- 
point a committee to find out the hard 
facts as distinct from the political con- 
jecture on the subject. Mr, Hoover 
has instituted considerable research in 
America. Mr. Ford is an enthusiast 
for the idea. Pua even the trade 





FIVE-DAY W 


is it a. 
PRACTICAL 


By THE EDITOR 





















Shipbuilding Federation ha 
asked the General Cour 
T.U.C. to formulate a p 
presumably means a new pol 
By how much would the | 
troduction of the five-day 
hours reduce unemp! 
different inquiries 
alone have yielded fou 
swers, varying from 1,900,00¢ 
ust, 1930) down to 500, 000 (Mar 
1932). Roughly speaking. it seems o 
fair to expect that such a reorganiza- 
tion would reduce unemployment, at o> 
least temporarily, by to percent, OF, 
290,000 in this country. But would < 
the reduction be more than enpo o 
ary? Would not the nse in costa kl. 
our foreign trade in particular? = 


In the meantime, what business men 
want to discover is just precisely ãă o ăć 
what the five-day week means: how < — 
it affects production, costs and deliv. 
eries; whether and when it is good — 
business, and, if so, how and in what — 
form it can be adopted. 

The first point about which we must 
be clear is what we mean by the Gee 
day week. Does it necessari! ra = 
shorter hours at all? D 
month Business - 





ts as to the the five- 
















ae a off their lunch hour in 


o We. 
~ In most cases it is neces- 








In some cases the works 
open earlier in the morn- 
Ing; in others they close 
< Jater in the evening. In 
- one case the workers pre- 
= fer to take thirty minutes 


order to get home earlier at 
night. In another well- 
organized concern the fac- 
4 tory and office staff work 
ee, an extra half-hour on Mon- 
“days and Fridays and an 2 
» extra hour on Tuesdays, 3 

Wednesdays and Thurs- 


sary for the maintenance 
“men, the watchmen and 
, the clerks who deal 






emen 

groups to take alternate 
fondaysand Saturdays off. 
é- rearrangement of 2 
weekly time-table, 
ver, is the least diffi- 
of the problems involved. Be- 
the five-day week can be initiated 
ite answers must be found to the 
wing five important questions: 
Vill it increase unit cost of 

duction ? 
it reduce weekly output ? 
‘What shall we save in over- 
heads? 
ees ‘Will it hold up rush jobs ? 
8. What definite benefits should 
we derive from this scheme ? 
=- Few firms find it possible to avoid a 
‘rise in costs if hours are much reduced. 
_. Half the industries in this country 
have proved that by bitter experience. 

Several of them, indeed, are averag- 





















ing only a 4.25.day week for their | 


workers at the present time. 


For the moment we shall assume 

_ that the hours of work have not been 
cut but simply redistributed. The ex- 
perience of most concerns here is that 
this does not increase the unit cost of 
production. In only two cases is a 

: reduction of output reported. The 

<o first is that of a firm in the metal in- 
_ dustry; the second is in the textile 
industry. So often the output on 
_ Saturday morning is poor. In many 


z -= when Saturday is dropped and its 
-= hours added to the other five days. 





has definitely lowere 
for the business as 4 whole. 


Firms like Rowntreg’s report that it 





Rear 


The Closed Business on Saturday ? 
These Questions are Involved— 

1. How shall the time and work from the sixth day 

be spread economically over the five? 


. Can production routine be adapted without involv- 
ing dislocation ? 


3. Will deliveries be slowed up? 


4, Can arrangement avoid possible customer ill-will 
from the closed premises ? 


5. What plans are necessary to take full advantage of 
the possible reduction in costs ? 


How will it be received by the workers ? What will 
be its effect on them—personally, and so far as their 
work is concerned ? 


In general, what will be the immediate and ultimate 
effect upon the business ? 


In America a recent research among 
Q4 concerns showed that in 32 com- 
panies, where weekly hours were 
maintained, 16 found production the 
same as under the old schedule, and 
14 noticed an increase in output. Only 
one company reported a loss in output 
and that for reasons other than the 
change in the working schedule. 


On the other hand, where working 
hours had been reduced, approxi- 
mately a quarter of the companies 
found that production had declined in 
about the same proportion. 


“We adopted the five-day week,” 
one British Managing Director, who 
has not reduced working hours, told 
Business, ‘“‘because we believed that 
it would pay us to do so, and on the 
whole we are satisfied with the result. 
Production fell very slightly, and at 
first we had to work a certain amount 
of overtime, but we more than made 
up the difference by the saving on 
overheads. 


“It is a costly business opening up 
a factory each morning, especially on 
Saturday mornings, when only a half- 
day is worked. The saving on power, 
lighting, heating and other expenses 
through not opening on fifty-two Sat- 


urdays a year comes to a surprising. 
total and more than pays for the small — 
amount of extra labour or overtime ` 
that may have to be paid to make uj 


production costs the slight drop in production. 






daily output has increased — 
since the adoption of the 
five-day week. This speed- | 
ing-up is also helped by | 
the increased willingness of / 
the workers and by their 
improved health. 
“The percentage of 
ness among the staff hai 
dropped considerably even 
in this short time, so that 
here again we show a dis- _ 
tinct saving when compar- | 
ing the five- with the six- | 
day week. The workers, , 
too, undoubtedly appreci- d 
ate a free Saturday an 
are, I believe, putting i 
good use. | oe 
“We find that the + 
days’ rest seems t 
sharpening their wits and — 


giving them more in 




































the shorter week, and nearly fi 
as many suggestions have been m 
Both these facts prove how bene 
the move has been. The reduction 
mistakes obviously means a sa’ 
us, and an increased number « 
gestions proves that the workers a 
taking more interest in their work an 
are ready to help us all they can.’ 

On the whole, therefore, we may | 
assume that the adoption of the fiye- _ 
day week without any reduction in _ 
hours should normally cause no fallin _ 
output; if it does cause a fall in the _ 
initial weeks, careful management — 
should enable this to be made up 
rapidly. PA Ta sek eS 

In cases where a slight reduction in — 
output has been inevitable owing to _ 
the machines being set to maximum 
speeds in the first instance, the slight _ 
loss entailed is usually found to be | 
more than compensated by the saving — 
in overheads. The number of these | 
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This may not look like a product with a 


‘new angle,’ but it is. When a famous firm 
of paint manufacturers produced it, it was 
welcomed by painters and decorators as a 
*service’ which had never before been avail- 
able to them. The firm’s laboratory first 
produced a product 134 times more aiio 
n the previous best and then ‘ boxed’ it in 
is service kit which made the painter’s outfit 
ore convenient to handle. e new angle 
enormously increased business in this line 


f, as they say, Progress is the fore- 
runner of Prosperity, we are in for 
a pretty good time in the near future. 
Despite general depression the minds of 
those seeking new outlets for business 
activity, fresh methods of achieving 
results, and wider uses for everything, 
have never been so active. In all 
directions determined men are working 
steadily at new plans for increasing 
business and finding new ways to 
higher profits. In some industries the 
first steps forward for many a long year 
are being taken. 


Coal Industry’s 20 Million Tons a 
Year Boost 


he Coal industry, for example, has 

wakened up. As described in Bust- 
NESS for January, it is seeking modern 
means of how to sell more coal. The 
scientist and the marketing expert are 
taking charge, urging the use of many 
fresh treatments of coal, such as 
pulverization and hydrogenation, which 
‘give the industry more scope. Grates, 
stoves, and cookers for domestic use are 
being redesigned along more economical 
and efficient lines so that they may 
better compete with electricity and gas. 
The requirements of the user are at last 
being studied; plans are afoot to find 
out actually what the consumer thinks 


about coal, how he likes to buy it, and 


in what ways it could be made more 
useful to him. This scheme aims to sell 
20,000,000 tons more per year of British 
coal. 


Railways use Engineer and 
Scientist to Cut Costs 


n the meantime railways, another 
great industry, are using the scientist 
and the engineer to pull them out of 
the ditch. The L.M.S. Railway has 
built a giant Diesel-electric engine for 


FINDING THOSE 


“NEW ANGLES’ 


WHICH 
Bring New Business 


by E. D. 


trial on long-distance trips. An experi- 
mental engine of this type has already 
been tested, and after 25,000 miles of 
running shows that oil fuel consumption 
is 5.13 miles to the gallon. This means 
a cost of .59 of a penny per mile, com- 
paring more than favourably with the 
coal costs of a steam locomotive which 
works out at from 4d. to 6d. a mile. 


Basing costs on the experience of the 
experimental train, it is estimated that 
a Diesel-electric train hauling 150 
passengers could be run for 53d. a mile, 
including depreciation, wages and other 
costs. The cost of a steam train with 
similar accommodation is about 1s. 6d. 
a mile. Running on the new basis a 
motor-train would save about /3,000, 
allowing it to run 60,000 miles a year. 
During the experiments the train never 
dropped a minute on time. The neces- 
sity of getting up steam is done away 
with, the driver only having to press 
the electric starter for the engine to be 
ready for instant service. 


These Amenities and News Items 
Sell More Travel 


he L.N.E.R. are ‘“‘selling’’ railway 

travel in many ways. Their ‘‘Flying 
Scotsmen’’ have a library and hair- 
dressing saloons; radio receiving sets 
are located in the guards’ vans, and 
passenger compartments are wired for 
ear-phones which can be had from the 
attendants; electric gramophones give 
concerts, announce stopping-places, bid 
farewell to passengers leaving the trains 
at these stops and welcome passengers 
joining the trains. It all makes railway 
travel more pleasant for the user; in 
other words, it helps to ‘‘sell’’ him on 
travel—by L.N.E.R. 


Another thing the railways have 
done. They have given out, as news 
items to the national Press, information 
about their splendid running, time- 
keeping, and technical improvements. 
The Great Western, L.M.S., Southern, 
and L.N.E.R. have all done it. 


By this means everyone was made 
acquainted with the Cheltenham Flyer’s 
world record; with the Southern’s new 
electric Pullman expresses to Brighton; 
with the Great Western’s automatic fog 
signalling devices whereby the drivers 
of West of England expresses can run 
at speed and have perfect, accident- 


MARTELL 


proof signalling even if they cannot see 
an inch in front of their cabs. All this 
“sells” the railways and brings more 
business. . 


Improved Service which is Win- 
ning Back Goods Traffic 


nother scheme by the Great Western 

to bring back its old traffic which 
has gone to the roads is a daily delivery 
by rail of 60,000 gallons of milk to three 
huge depots to be erected in West 
London. The Railway is negotiating 
with three of the biggest milk distribu- 
tors regarding the erection of suitable 
buildings on sites at Wood Lane, 
opposite the White City, at the 
Willesden end of Wood Lane, and at 
Barlby Road, Ladbroke Grove. The 
scheme is to make the new depots milk 
clearing-houses for London, to take the 
place of a large number of smal! depots 
at present dotted about all over the 
place. 

A big saving will be made by the new 
plan, as much unnecessary transport 
can be done away with, such as the 
milk from one farm being sent to three 
different depots, as sometimes happens 
at present. A*saving in time will also 
be made between the milk leaving the 
farm and its delivery to the public. 
Churns will disappear, for the milk will 
be conveyed in rail milk-tanks of the 


x 


A good deal of this article is devoted 
to things the railways have done to 
increase their trade and so improve 
the complexions of their balance 
sheets. It is not suggested that other 
businesses can adopt the same specifics 
as trade stimulants. What the author 
does reveal, however, is the new kind 
of internal thinking and planning to 
increase turnover and scale down costs 
which the railways are now concen- 
trating upon. The moral he points 
is that in every business there is 
just as much scope for appropriate 
new thinking and planning to se 
cure bigger turnover, greater vol- 
mm a]q_=aa———_————S SSS 








Each tank will hold 3,000 gallons, thus 
eliminating 300 ten-gallon churns. The 
Railway will undertake to run these 
=o milk-tankers at express schedule when 
the milk comes from long distances. 
Ragone Every night the milk will be collected 

_ from over a hundred stations in Wales 
and the West of England, each station 
forming a collecting centre for a large 
ee number of farms. 


ee The Southern Gains Goodwill lof 
-its Season Ticket Holders 
The Southern has a useful scheme in 
a E T hand which should redound to its 
3 credit. It plans to inform its daily 
= - passengerg, before they leave their 
homes in the morning, when the modi- 
_. fied service of trains which runs during 
-= conditions of fog, ice, or snow is in 
operation, thus allowing them to lay 
ir plans accordingly. Stationmasters 
the area of the suburban electric 
ices have been supplied with printed 
ips. “announcing that the emergency 
TV ice is in force. By arrangement 
h bookstall contractors these slips 
= be. delivered with the morning 
ewspapers whenever warning is given 
"fog services”. Bookstall contractors 
and newsagents who are willing to dis- 
tribute the slips will find the scheme 
z ikely to bring them new registered 
aders, as the advantages of receiving 
e information of train changes before 
ti 8. from home are obvious. 




















i “Another Indirect Prestige 

and Revenua-Builder 
R. are pursuing a policy 
curing suitable sites around their 
tions on which to build shops, and 
ey have now arranged to erect ten 
- leck-up shops in front df the main-line 
_ station at King’s Cross. The policy is 
-o An extremely sound one, for not only 
does it mean added revenue by way of 
rents, but it offers a definite service to 
passengers. Thousands of women travel 
. by train every day to shop at this or 
that centre, and they are bound to 
appreciate the Company's forethought 
in “bringing the shops to them” by 
Clustering them round the station. The 
--elimination of carrying parcels from 
- distant shops to the station means a 
-great deal to a woman shopper, and 
during bad gr ie there are many 
l other obvious advantages. It-is such 
ooo “'selling’’ schemes as these which will 
- do more than anything else to restore 
- the lost prestige and profits of the 

a railways. 





ducing: Caste fenproving Service 


oy ondon’ s Underground”, ever enter- 
Cocke prising, have in the experimental — 






This is an autonfatic lift operatin 
- es on its own, Hon to ascen 





by lorries in the same way. 


o stage a new schemẹ for reducing costs. wot n together with a sys 


fine ” Deve 





“passengers nót A to the “idea Here 
is an improvement in lift service which 


should interest the proprietors of all 


large stores who have refrained from 
installing general lifts on account of 


running expenses. The Underground’s 
experiment is well worth watching. 


Even Telephones can be Sold by 
Common Sense Activity 


Tr Telephone Service is out for more 
business, and several important 
changes have been introduced experi- 
mentally in certain London districts 
with a view to selling more telephones 





THE UNDERGROUND’S 


“ GREAT PUNCH” 
© 


Plan to Discover How 
Services can be Improved 
for Greater Convenience 


to Customers 
@ % 

A few days before going to Press 
comes news of the London 
Underground Rallway’s great 
annual plan to increase business 
by giving better service to cus- 
tomers. In a week about 
7,000,000 tickets were pierced 
with a special clip at all junction 
stations. The tickets were sent 
to Earl's Court, where a staff of 
girls will spend six months in- 
vestigating the problem of howto 
please the busy London traveller. 
The officials want to find out how 
many passengers use each station 
and which route they prefer. If 
it can be done, services will be 
altered to suit the conveni- 
ence of travellers. 
This research to discover cus- 
tomers’ needs is one of the rea- 
sons why the “Underground” 
is consistently prosperous, 
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and increasing the use of those already 
installed. Contract managers are now 


to be known as Sales Managers, Sales * 


Supervisors, and Sales Representatives, 
and a new grade of Assistant Sales 
Manager is to be created. Men holding 
these jobs are to be trained in salesman- 
ship and kept fully acquainted with the 
nature of subscribers’ complaints as 
they crop up. Payment is now partly — 


by commission, but a scheme is. being. 4 
discussed for paying by bonus on the 


basis of the net increase in the n 


ts t at which each distri tr 


















Rubber Roads Come Under Con n 





sideration Again. They are 
Overdue 

A new industry would seem to bo z 

foreshadowed by a petition pre- 
sented by many of the premises holders 
in Lombard Street, London, to the | 
authorities asking that the street should , 
be paved with rubber, and actually. 
offering to make a substantial contribyy 
tion towards the cost of such a schep 
Rubber roadways have passed 7 
experimental stage, twelve. success. al 
demonstrations having been made in 
different parts of the country. Those 
interested in the birth of an active 
rubber road industry are laying plans 
ahead ready for the time when road , 
schemes will again be continued. They . 
are losing no chance of pressing thg 
claims of rubber, and are makin 
cettain that authorities throughou' th 
country are alive to its possibi 
They are doing this by judi 
publicity, chiefly of a persona 
leading up to an official exam 
of the demonstration stretches of 
Their reward should not be far dista 
for directly the authorities. mc ga 
many contracts should come tl 
and thanks to timely Seepareto ‘ 
facturers will be ready. o 








The Shipping Companies. be 
an entirely New Trade 
ne of the most notable of + 
cessful applications of a new a 
of course, the utilization by th 
ping companies of their great lin 
low-price cruises. This is the equiv 
of the plan, successfully follow 
many manufacturing concerns 
ing the former high-priced luxury a : 
available in smaller units at a new an 
popular low price. ae 
Ever since an anwar iner was 
fitted out to carry tourist-cabin pas- 
sengers at reduced fares the idea has 
developed until to-day practically every 
notable liner has been entirely re-fitted - 
for this purpose. In addition, the week- _ 
end cruises for £3 or £4 on liners imn 
which it was not formerly possible to — 
travel for less than about £50 has stimu- 
lated an enormous amount of spending 
by a new class of customer. Seven’and | 
fourteen day holiday cruises abroad, 
which cost less than an equivalent time 
spent at an ordinary resort have also 
brought new revenue to the shipping : 
companies. : 
So successful did this “new angle’? = 
prove to the shipping companies that _ 
the plan has literally made for them | ac 
new industry. er 
. What can be done by these great c 
cerns can also be done by. ever 
ss concern. What the business 
st estigate is: 
i scan I make my org 
‘in order to create new 
d new business?” 


















With Fire 


I like this description of Noguchi, 
_ from Gustav Eckstein’s biography of 
- that famous Japanese physician: ‘‘He 
has always both lived and worked, and 
both at the same time, and both with 
fire. Which should make him last ten 
years longer than he otherwise would."’ 


[Comment. — Good —and in some 
kinds of work this is possible. But 
the business man, whose worries are 
personal and continuous, and therein 
unlike those of the professional man, 
has difficulty in doing this.] 


Rooms by Day 


The management of a certain city 
hotel has attacked his sales problem 
from a broad angle which is new to me. 
Selling rooms by night is the usual pro- 
cedure of the hotel proprietor, but this 
leaves many a room vacant, hence 
unproductive, during the daytime. 
“Why,” the management pondered, 
“should we not let our rooms by the 
day, too?” 


A day-room plan was the result—a 
special price of 4/- from 9 a.m. to 7 
p.m. The new service was started dur- 
ing the pre-Christmas shopping period, 
when women came in from the suburbs. 
The ‘‘day-room”’ offers a place where 
packages may be delivered and where 
the shopper may rest and meet friends, 
or, say, change into evening clothes, 
if staying in town for the theatre. 

How many other industries are over- 
looking similar opportunities? 

[Comment.—Quite an idea. It might 
increase a hotel's income by 20 per 


cent. with no increase in overheads. 
Can we evolve anything like this ?] 


Director in charge 
of Projects 

“And just what is your position in 
the company, sir?” 

“That I don’t know, exactly,” re- 
plied the executive, with a smile. And 
then, more seriously: ‘‘I am in charge 
of all new plans and projects in the 
organization. When they first come up, 
I pass them on to the right individual 
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Broaver View 


By ROBERT R. UPDEGRAFF 


When this instalment of Mr. Updegraff's “Broader View’ was received 
by us we sent the manuscript to the head of a well-known progressive 
business and asked him to read over the material with an eye to Its 


usefulness, or the contrary, to him in his own busin 


es. Below 


the “Broader View’ paragraphs are this business man’s applications in 


smaller type. As 
ideas from a mont 


ou read over this page by Mr. Updegraff, the 
s sifting by a man who has come into immediate 


contact with scores of business men, can you also get half-a-dozen 
pointers that you can apply to your own business ?—Ed. 


to be worked out in detail; I see to it 
that they are carried out promptly, 
Though I do none of the project work 
myself. As each is completed I relate it 
to the whole business, or discard it if 
the project does not prove practical. 


“Actually, I am a clearing-house for 
these plans; every one of them must 
first pass across my desk for approval, 
and again for final disposal. I follow 
them through, and maintain the inter- 
est of those working on them, so that 
this company always keeps its reputa- 
tion for adopting the best of the new 
ideas and methods far ahead of its com- 
petitors. 


“I suppose if I had a title, it would 
be Director in Charge of Projects.”’ 


[Comment.—| wish | could appoint a 
man in our business to do this for 
me. Among other things it would 
save hours of my personal time. Many 

ood ideas now lost to us would be 


wi fe with profit, more quickly, 
too. And it would keep our depart- 
ment heads on their toes.] 


Science Discovers 
the Obvious 


Business men are discovering new 
ways to improve their products these 
days, haps because economic condi- 
tions have brought about a greater co- 
operation between the technologist and 
the producer. 

One interesting discovery that pro- 
mises to eliminate much waste is low 
temperature radiation—the throwing-off 
of small degrees of heat and cold from 
such commonplace fixtures as steam 
pipes and refrigerators. It has been de- 
termined that such radiation, not dir- 
ectly observable by the human senses 
because it takes place at what we calla 
‘‘normal’’ temperature, is in effect quite 
significant. 

Science, with its ‘“‘ micrometer”’ 
measurements, has thus discovered a 
problem in economic waste which might 
otherwise have been ignored. And, 
having discovered it, found a simple 
and effective solution. All that is neces- 
sary to overcome this small but steady 
loss of energy is to cover the various 


surfaces involved with bright polished 
metals, such as aluminium, foil. This 
type of insulation, amazingly enough, is 
twenty times as effective as some of the 
ordinary types now in use, and in addi- 
tion weighs almost nothing. 


This is one way that science can give 
business a broader view—by pointing 
out to us those factors that are so obvi- 
ous that we are not aware of them. 


[Comment.—It’s true we often miss 
the obvious. What are we missing 
here ?] 


Re-thinking and 
the Unexplored 


A friend of mine recently used an ex- 

ion that intrigues me. Said he: 

“The matter will profit by a bit of rs- 
thinking.” 


Re-thinking has just the right impli- 
cation of challenging our easy conclu- 
sions. To think through a problem has 
long since become a necessity in modern 
business, but to re-think it through— 
that is becoming a necessity in to-day’s 
more complicated business problems. 


It puts me in mind of a paragraph in 
a letter from Zola to Guy de Maupas- 
sant, which I ran across in Zola and His 
Time: "The thing to do is to examine 
everything you wish to express long 
enough and with enough attention to 
discover in it an aspect that no one else 
has ever seen or spoken of. There is 
something of the unexplored in every- 
thing, because we are accustomed to 
employing our eyes only with the 
memory of what has been thought 
before about the object of our contem- 
plation. The very least object contains 


a little of the unknown. Let us look 
for it.’’ 
[Comment.—Good. . . . | want M— 


to see this. Might put into operation 
scheme an old friend of mine used to 
use. When one of his managers came 
forward with a seemingly brilliant 
general idea or new project my friend 
would ask him to write it down and 
sign it. The “suggestor” was not so 
ready to back higiudgmenc then. He 

7 always ght mission to 
re-think his plies as 
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a ecules of. ie ey ‘pictorially, 
: From graphs, too, he can not only 
~ Interperate immediate facts but he can also visualize 
TRENDS” in a manner possible by no other way 


. : : gra phically. 


Fig. 1. 
sales progress. 
monthiy figures and monthly 
cumulative data compared 
T with budget quotas. 
ship of the whole series of 
figures can be seen at a glance 



















-DAY, the judgments of execu- 
tives must be based more and 
more upon facts, upon data 
alysed and properly interpreted. 
hat are the facts?” is the first 
and of the man who is called upon 
decide on a policy—in other words: 

yhat are the statistics?’ 


great difficulty about modern 
specially of large companies, 
administrative executives are 
usy to wade through columns 
umns of figure reports; in fact, 
lom have any specialized 
ning which enables them to 
asp masses of figures, so that the 
stician must come to the rescue 
make the figures reveal their true 
ificance in graphic form and 
ugh statistical treatment. 


Graphs appeal quickly to the visual 
sense, they have a remarkable con- 
. densing power, they show back- 
ground, present position, relationships 
and trend. They give a life and 
SE mobility to figures which is invalu- 
able, but, there lies a danger in 
<= -graphic methods. It is a danger of 
all techniques—the tendency for those 
who practise the art to forget the end 
served in over-occupation with the 
‘Means used. 


It is easy to collect and analyse 

-~ > Numerous business figures and other 
data without. securing real . benefit 
from such labours. The aim of a 
Statistician is to collect and analyse 
= key data which will throw light on 
















ems. 


K ` accurate presentation of facts, t 


managerial and administrative pro- 
He should assist executives to- 
erate and control more efficiently, Ir: Her 
Ko the “moving annual t 







to make decisions on the most 
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Here is a “Z” chart of 
It gives current 


Relation- = 
if is 


existing 
methods and 
conditions so 
that actions 
may lead to 
increased 
profits or de- 
creased costs. 

Now, while 
it is the func- 
tion of the 


‘accountancy department to supply 


the financial figures and operating 
results of a business, the ordinary 
accountant is not equipped to go 
further. He does not possess the 
specialized technique of the statistician 
to prepare analyses and reports of a 
statistical character. He cannot, for 


example, carry the rigidity of the 


balance-sheet into cost analysis, opera- 
ting reports, projections of future 
financial and operating results, market 
studies, sales and production budgets 
and many other valuable reports. All 
these require a flexibility of handling 
and must be treated from a statistical 
and economic rather than an account- 
ing standpoint. 

In addition te mere balance-sheet 
figures it is essential in every business 
for the management to know the 
‘business position’. These data show 
orders received, orders on hand and 
billed sales. 


These can, of course, be presented 
as columns of figures. 
they are dull compared with a graphic 


presentation which is more dynamic 7 
and significant, ERE 


_ Consider: Fi mre Tis 


4 foresee vital changes, and to pwee up 1 anth 
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lative data Per with = 
quotas. The relationship of 
series of figures can be see 
glance. Trend is shown in a ma 
which no mass of ey k 
would reveal. gi 


Trends of orders recëived an 
sales are important figures to 
as well as the seasonal fluctuatii 
during the year. Various adaptations 
of these can easily be made for a wo 
individual business, and where a 
manufacturer is concerned with a 
number of products a separate chart 
for each one can be made if neces- — 
sary. - 
Trading position is another busines 
summary which can be effectively 
brought out by graph to show not 
only sales and gross profit figures, but 
the operating factors leading up to | 
these results. Figure 2 is an example | 
of a trend chart of trading results. 
Here we get a visual comparison ofa 
continuous twelve months’ figures. _ 
We see clearly the all-important sales _ 
figures, the segregated cost of goods — 
sold, gross profit, net profit toge 



















po Pig. 2. This is an example of a trend chart 
«of trading results which at once gives 
: the executive a visual comparison of a 
continuous twelve months’ figures in a 
“way obtainable by no other method 
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figures, it is probable that he would 

fail to grasp their full significance. He 
might fail to see at what points imme- 
diate investigation and action was 
necessary, but he cannot escape the 
message of the graphs because they 
show background and relationship, 
fluctuation and trend. 


=- Again, as in Figure 3, annual sales 
may be usefully charted, in total and 
by lines of merchandise, or by main 
Classes of customer. This chart is a 
ratio chart and shows percentage 
Bee changes and ratio of growth owing to 
its special scale. The ratio chart is 
` most useful. In addition, such opera- 
-ting ratios as trading profits to sales, 
costs to sales, etc., may be recorded 
as desired. 


A balanced and informative picture 
“of a company’s true financial position 
can be conveyed to executives—and 
<- to intelligent shareholders—through 

_this kind of statistical guidance. In 
gauging financial position, it has been 
a common practice to use the working 
capital ratio (the ratio of current assets 
to current liabilities) as a guide to the 
company’s position for the company 
RA and for the banker who may 
ò finance the concern. A 
sive „and reliable 
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Fig. 3. Here annual sales may be charted 
in total and by separate lines of mer- 
chandise or by main classes of customer. 
It can also- show such ratios as 
profits to sales, costs to sales, etc. 


utilizing addi- 
tional opera- 
ting ratios. 
Covering the 
capital condi- 
tion, we can 
calculate four 
relationships 
or ratios of 
importance to 
management: 


1. The Working Capital Ratio 

(Figure 4). 

The Ratio of Net Worth to 

Total Debts. 

3. The Ratio of Net Worth to 

Fixed Assets. 
4. The Ratio of Merchandise to 
Receivables. 

The term “Net Worth” is used to 
mean the shareholders’ equity in the 
business, i.e., capital stock plus 
surplus and any surplus reserves. 

Concerning sales relationships, there 
are four other ratios of importance to 
judging the company’s position ade- 
quately. They are expressed as: 

1. Ratio of Sales to Receivables., 

i.e., turnover of receivables. 

2. Ratio of Sales to Merchandise, 

i.e., turnover of inventory. 

3. Ratio of Sales to Net Worth, 

i.e., turnover of total capital 

employed. | 
Ratio of Sales to Fixed Assets, 

j.e., turnover of investment 

in fixed property. 

These eight relationships provide a 
satisfactory method of balance-sheet 
analysis and company study (adding 
the figure of sales volume), and form 
part of the developing - statistica 
technique which. aims to utilize basis can 

g data more. effectiv B g 
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Britain Sound— 
Prospects Still Better 
Pp uring the last two months the Brit- 
| Dich Empire has stood out more 
prominently than ever as the one 
ight spot, commercially speaking, in 
e world, pian, 
For the last year and a half we have 
correctly maintained in this monthly 
survey that the business situation has 
been slightly but. steadily improving 
_ throughout the British Empire; but that 
there could be no great improvement in 
Great Britain and the Empire, and no 
pproach to marked prosperity, unless 
rorld conditions asa whole began also 
show improvement. 
is has not yet happened. There 
gn yet of an upward turn in 
tions. Adverse develop- 
| during the last month ex- 
avourable. The key industrial 
the world have not yet com- 
of depression, made all 





















sary adjustments, and started 

ward curve as has Great Brit- 

the contrary, the necessary 
e being postponed. 


is that, while British busi- 
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ness conditions continue sound and the 
factors that make for betterment are 
unimpaired, there is a temporary halt 
in the upward tendency of trade indices. 
But in any upward turn, whether it is 
in business conditions or a man’s health, 
there are always pauses now and then 
in the course of convalescence. 











Retail Sales— 
Quantity Maintained 


To first halt in the upward trend of. 


British business is in the figures of 
retail sales. As we have pointed out 


month by month, in the last six months- 


the rate of decrease in retail sales over 


the corresponding month of last year | 
has grown less and less, from about 7 


per cent in August to under 1 per cent 
in December, Now in January the rate 
of decrease as compared with January 
of last year is again 6 per cent. How- 


ever, it should be remembered that — 


there has also been a drop t 


during the last month (in fac 


(ai 





6 per cent in the wholesale p 
in the cost of living since lasi 
that in quantity retail sales 
ably just about what they we 
ago. Which means that, inc 
we are just as well off, because 
volume of goods are being man 
for consumption, even though : 
cost. 


This would seem to be back 
the record of provincial bank cl 
always an index to legitimate 
activity for they are not so af 
stock exchange and financial 
as the London clearings. As: 
with last year, December cle: 
almost exactly the same; as. 
with last month they are 5 pei 


Industry Settling to 
Lower Commodity Prices 
gtis significant that, while 1 


erial prices showed almost r 






half of 1 per cent ri 1 
hand the cost of living shows 
t drop mpare a 






cost of living has been almos 

















Here is the Situat 


Percentage Unampiayad | 
10.18% CI 
WS eo 20% CZ 
& 20. 25% SS 
© Very Fair (95,304 Res 
© iia daca JOO 2 3 











































Poor 
Fair 








LONDON: More or less a increased sales a 
marking-time month with likely to meet wit 
little of special note to sQuTH WALES: 
record beyond some excite- thing trade is ce 
ment on the Stock Exchange little better in this 
over Kaffir shares... Trade the change is ve 
and general business are still. indeed. There isa 
awaiting the long hoped-for jn the shipping. 
arrival of seit i in Le industries. | 
tangible form than words. HERN DI 
EASTERN AND SOUTH- pe area; 1 
ditions continue quiet, and — ved, and the whee! 
the outlook for agriculture is appear to be shaki 
no better. There is really ire of depressic 
prise, or development jong. Cotton is 
throughout the area. hard to regain he 
MIDLAND. DISTRICT: port markets, anc 
The number of favourable much activity tl 
reports which come from the clothing indusi 
the Midlands are increasing NORTH-EASTER 
in number $ and revival in TRICT: Coal c 
many industries is no longer shipping bave had 
a matter of hope. The good a month, an 
motor industry has pulled irade continued « 
off some good export orders  Unemployment.s 
during the last few weeks, signa of lessening 
and the outlook for light SCOTLAND: a 
engineering is brighter... —— SCOTLAND: Bri 
WEST AND- SOUTH- ports continue toc 
This Scotland, and gen 


















ud to a gradual increase in retail 
rover. 

‘The third index to the movement of 
_ internal business activity is the coun- 
_try's production of manufactured goods. 
Ne have not as yet got the figures for 
the production of the last quarter of 
5 But we know that while the first 
and second quarters were slightly under 
those of a year ago, the third quarter 
n mpor, 


























: KS far as our imports and exports are 
] _pencerned, ‘we are now beginning to 


) “This makes pete 
he more í favourable. Our 


ious drop | of 20 per cent. 


this was not quite all ie jam. 
s are also down by {1,900,000 
year; £2,800,000 on two years 

Aa cane i elie have gon 


ity SE pain considering the 

i 1 wholesale and retail prices 
last two years, we are probably 
orting just about the same quantity 
oods as we were two years ago, and 
i porting | in granaty about one-fifth 
ess. ce 













etail ‘tiles showing no increase, 
internal production barely doing 
hold its own, with no increase 
xports, it stands to reason that we 
e not yet got to the point where we 
have begun to absorb our unemployed. 
_ There is always a decrease in employ- 
_ ment in January as over against Decem- 
_ber. This year the decrease has been 
_ 179,000, whereas a year ago over the 
same period it was 183,000. Unem- 
ployment to-day is still higher than it 
_ was a year ago—by 174,000. 

There are only three ways by which 
unemployment can be reduced: first, 
_ by a greater consumption at home of 
goods manufactured at home; second, 
_ by expansion in such industries as build- 
ing, road-making and other capital in- 
vestments, and, third, by an increase 
inour exports. And any or all of these, 
besides giving direct employment, will 
in turn make for increased general busi- 

ess activity and so create more em- 
o ment in transport, the distributive 
nd servic industries. 
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oney”” : about? 


ready for spending. 

But people are not going to spend 
money until either one or both of two 
things happen: they must either be in- 
duced to want something very badly 
on which to spend their money—as they 
have been stimulated to want motor- 


cars, wireless sets, cinema. productions; » 


or there must be created such a feeling 
of confidence that they will again spend 
money “‘easily’’ as they did in the 1928 
days. 

Because the banks are loaded up with 
deposits and there is private money 
waiting for investment, it does not fol- 
low that such money is going to be used. 
Easy money doesn’t mean free money. 
No business is going to borrow money 


unless it can put that money to profit- 


able use, and no investor is going to 
invest unless he sees an adequate return. 


Here we have the vicious circle: 


money waiting for investment—but no. 


use for such money because business 
is dull. Money waiting to be spent— 
but spending held back because the indi- 
vidual hasn't the confidence that he will 
make more money to replace what he 
has spent. 


But who or what is going to break 


into the vicious circle? Some people 
say the Government ought to start it 
by spending more. Some say the banks 


and finance houses ought to start it by — 


pumping money into business. We be- 
lieve the only way it will start is the 


way it always has finally started: by — 
new ideas, new energy and new activity | 


within the business community itself, 
supported out of its own SERRAR re- 
sources, 


1933 Turnovers and 
Profits Will Rise 


Profit and loss figures and dividend 


declarations for the 1932 period are 
shaking the confidence of many people. 
But this is a short-sighted view. For 
there can be no question that the last 
four months of 1931 and the first eight 
or nine months of 1932 were a period 
of definite retrenchment in trade and 
turnover in Great Britain as well as 
the rest of the world. While business 


improved steadily during 1932, it had — 


reached a very low ebb before it began 
to improve. It is natural, therefore, 
that the turnover of any year covered 
by this bad twelve months from Sep- 
tember, 1931, to September, 1932, 
should show recessions. The large re- 





tail departmental stores are showing an |. . z5 $ i is ‘ r | 
average decrease of something - like 95 Poe ci ees 


per. cent in pons. The T in railway 
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of Our COLLECTIONS 


By E. W: T. SIMMS 
Director, Brook Mfg. Co., Ltd. 


t has been shown in another article how, 
| ing’’ all our routine operations, 

by keeping them moving at the highest 
economical , we have increased our 
output, reduced our unit costs and at the 
same time reduced the amount of capital 
required to do a given quantity of work. 


These advantages, however, would be 
largely offset if we had not also extended 
the pacing system to the collection of 
accounts. , In these days of difficult trading 
it is the easiest thing in the world to allow 
big money to become tied up in long 
credits. If we had allowed this to happen, 
much of our effort to keep cash liquid and 
actively employed in other directions 
would have gone for naught. 


We consider that our money cycle is not 
complete until we have obtained from the 
customer the money to replace whatever 
we paid out in wages, materials and invest- 
ment. This is a quite obvious view, but 
many manufacturers do not always con- 
sider the point from this angle. At first 
we ourselves were so occupied with manu- 
facturing and merchandizing that we did 
not give sufficient attention to the 
economies which are ible by maintain- 
ing a rapid pace in the matter of account 
collections. 


Our collections had Pot ont m an 
average of forty-five days. study of our 
past , however, showed a startling 
relation between our annual profits and the 
pace of collections. 


We found that we were making 10 per 
cent on each turnover of money. Calcula- 
tion showed that as we tripled the turnover 
we could still make 10 cent on each 
turnover, or 30 per cent in place of 10 per 
cent. 


We therefore offered all dealers an incen- 
tive of 5 per cent for cash in ten days. 
This arrangement, however, we make it 
clear to them has nothing to do with their 
credit rating, or with ours. We explain 
how we are making use of the economies 
possible by a rapid turnover of money. 


We do not use this as an emergenc 
measure, but as standard practice. Eac 
dealer who receives the 5 per cent discount 
must agree to pay cash regularly, not 

ically, so that we can count on a 
volume influx of money in advance. 


We explain our aim to reduce our 
average period of receivables from 45 to 15 
days. 


It thus works out that from the ro per 
cent profit on each turnover we give the 
dealer 5 per cent, retaining 5 per cent for 
ourselves. But by securing three turnovers 
within 45 days we get 15 per cent profit in 
the same time that we used to get ten. 
Repeated eight times a year this increases 
our annual profit by 40 per cent. 


This ratio applies gto all our collections 
or to any considerable part which comes 





This simple and effective plan which made 
cash resources much more liquid, ties up 
with the complete working policy described 
byjthe author in the article on page 23. 





in at the new pace: We are keeping a 
chart of our collection speed. At first the 
improvement was slow, being gradually 

uced from 45 days to 44, 43, 42 and so 
on. But as we persisted with the idea 
the improvement quickened. Naturally it 
takes time to get all or a majority of 
dealers to come into line with such a 
scheme as this. 
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We use our own rapid turnover as ap 
argument to customers. We show ther 
rae on the economy of more spee 
which enables us, in our own business, t 
set a low price on a high quality article 


Of course, in aiming for plans of this 
sort, fixed ideals you might call them, they 
never work with exemplary smoothness, in `“ 
fact they do not work at all without the 
most careful attention. In any workable 
plan for maintaining pace there must 
ample provision for adjusting fluctuations: 
But once the business machine has been set 
working smoothly, it is the duty of 
management to maintain the balance as 
nearly as possible. Management must be 
as watchful as an engineer, constantly 
walking over his machine, oiling here and 
adjusting there. The machine must not be 
left to run itself. It will not do, satis- 
factorily. 


Just as we can, on the production side,# 
adapt the speed of our conveyor belt by 
altering the gearing at the driving end, so 
we can adapt our business machine to keep 
it producing a fairly constant result despite 
any changes in outside conditions. 


Every Monday morning we have a sum- 
mary of the previous week’s sales of each 
item, type and size. If one or size 
is selling more rapidly or slowly than we 
had anticipated, before Monday has gone 
we change the production pace of that 
item. 

Similarly, if we discover that the 
incoming flow of money due is falling off 
in any direction, we are able, to a large 
extent, to adapt the pace of our collections. 


“What do You Want?” Policy 


pays better than 


“Here’s What We Sell” 


or over fifty years, a small British 
F manufacturer has done a steady 

export business in a household pro- 
duct with territories in South Africa. 
Designs of the product had altered 
hardly at all in the last fifteen years, 
agents handling the lines had made no 
complaints, but sales fell off when 
world trading conditions tightened up. 


One of the firm’s directors, happen- 
ing to travel in South Africa, found that 
his lines were not used to anything like 
the extent they should. He spent some 
time investigating the conditions and 
discovered that certain changes would 
give the articles a greater range of use- 
fullness and selling appeal. 


This director was not familiar with 
South African conditions and he could 
not afford the time to stay and dis- 
cover them. Once back in London, 
however, he drew up plans for a com- 
petition among his agents, offering a 
substantial prize for the best suggestion 


which would make his products more 
useful and therefore more easily sold. 


From the different territories the firm 
received a variety of suggested modifi- 
cations, all based on local experience 
and aimed to adapt the products to the 
widely different conditions ruling in 
different parts of the country. 


These suggestions were carefully gone 
through by the firm’s engineers to see 
which could be practically embodied. 
Inside three months the result was a 
series of entirely new lines. 


New publicity matter was drawn up, 
special letters were sent to all agents 
describing the new designs and the 
agents became enthusiastic because 
these were the designs which they them- 
selves had evolved. Advance orders 
came in at a satisfying speed and inside 
twelve months this firm’s export busi- 
ness had increased by over fifty per 
cent, and was still rising. 
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RESEARCH 


by HUGH WEEKS, M.A., of Cadbury Bros., Bournville 


-fe are continually anxious to know 
f- more about the market for choco- 
lates— wint chocolate is being 






a ae with other manufac- 
ts. of consumable goods we are 
separated from direct contact with the 
public by the retailer, in many cases 
by the wholesaler as well. Though this 
distribution. chain is comparatively 
short, we still find it vitally necessary 
to get more direct and speedy inform- 
ation about changes in buying habits 
than we can obtain by relying upon 
reports | which our travellers give us, 
ased upon their observations in shops 
and upon their conversations with our 
customers. 


One of the most important channels 
of information in our research work is 
through direct investigations to selected 
consumers. For different products the 
questions asked will differ in detail, but 
the following are some of the main 
questions to which we get quite differ- 
ent answers for our different lines: 

_ (1) Who buys the line? 

(2) When and where is it consumed? 
~ (3) At what sort of shop and at what 
: time of the day and week is it 

bought? 


(4) How far is purchase a regular 

oo habit? 

(5) What reasons influence the pur- 
chase? 





{6) What is the consumer’s opinion 
of different manufacturers’ repu- 
tation and quality? | 

(7) Is the line bought for personal 

- >“ ¢onsumption or for someone else, 

_ and if $0, for whom? 


Main headings give rise to a 
ubsidiary questions, more 
ed.in any one in- 





consumer investigations; they are done 
by our advertising agents, for the fol- 
lowing reasons. The agents are carry- 
ing out investigations the whole year 
through as specialists; they have ac- 
quired a technique of consumer inquiry 
which we could not hope to have 
evolved; they have investigators who 
are continually in their service, and 
clerks who are permanently engaged 
upon the work of tabulation and mach- 
ine analysis of the replies; their ex- 
perience in many different trades and 
among many types of consumer and 
dealer enables them to apply lessons 
which they learned from other investi- 
ides to the job which they are doing 
or us. 


The ultimate result of 
much of the research work 
which is carried out will 
be a change in media or 
copy policy, but since our 
agents work closely with 
us in our general market- 
ing plans they know as 
well as we do what we 
really want to be more 
clear about. 


But consumer and deal- 
er direct inquiry is only 
a part of our general re- 
search organization. How- 2 
ever carefully planned 
such an inquiry may be, 
there are two big assump- 3 
tions involved; first, that 
the opinions of the per- 
sons on whom your inves- 
tigators call are properly 


The aim of this great company: w to mait in aoe 
most sensitive contact possible with all factors which HUME Ss 
affect the distribution and selling of its seeing cee 
The research plans for this purpose follow s 
definite approach :— 


IDS OUR SELLING POLICY 













inquiry is the only possil 
ing an answer, yet. we p 
it asa last resort, onk 
all the weapons i : 
have been employed. — 
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Statistics do notl 















tion which is : 
always do with 
and erent @ deal vn bed 





| The analysis of sales statistics evaluat- 
ing the effect of any cha 
marketing policy 


The analysis of area gales figures with a o mes 
a view to better direction of local _ 
selling efforts 


The correlation between gener: I sale ; -~ . 
figures, area sales figures and published = 
statistics ordinarily available | 










When certain questions can only be 
inserted by direct inquiry then com — 
cord, and equally import- sumer and dealer investigations are eee 
ant, that the 200, 400 or used 3 


1,000 persons who are This a article, and ¢ two which will follow I vs 
selected are reasonably , @firce thee : 


representative am the 





represented by the replies 
which the investigators re- 





results are ana- countr 
ergences: between tions 





- tonnage totals for the main 
divisions 





packing and by the type of 







_. with the trend shown in pre- 
_ vious weeks and with the sales 


“a istributed . fA eae 






7 ect from the factory 

about 17 rail-head depots 
in k ‘towns in Britain and Northern 
Ireland. Sales of most of these lines 
are very seasonal, but the type of sea- 
_gonality varies tremendously from one 
line to another. One-pound boxes show 
a bigger proportional increase at Christ- 
mas than half-pound boxes. Certain 
lines. show an increase during the 
“summer, others at Bank Holidays, 
Others only in the Christmas season. 


Every Monday (the least busy day of 
our week) during the year we take com- 
plete stock of every line in the ware- 
house at Bournville and at the 17 
depots. Since we keep records 

-of quantities received by each 
depot anf at the central ware- 
house, we can, by adding 
éipts to the difference in 
stocks, obtain the sales of each 
‘Nearly all our products 
are sold by weight, and the 
sales records of price lines are 
converted into net weight re- 
cords at nominal equivalents, 
so that we calculate every 
week the total tonnage des- 
patched from the factory and 
from depots. 






The key figures are the 


of our price-list. 
-These divisions are governed 
< by selling price, by size of 


packing. They are such that 
they appeal to different 
markets. 


Within forty-eight hours of- 
ting stock these tonnage 
ords are available. A brief 
report is at once prepared 
omparing the week’s figures 








in the corresponding week of 
the previous year. Where pos- 
sible an explanation is given 
of any eccentric movements in 
figures due to particular events 
—-changes of weather, political 
uncertainty, special travellers’ 
commissions, special selling campaigns, 
etc., which have operated in the past 
week. A fuller analysis of the effects 
of such factors is made at a later 
date. 


This report, which is sent to members 
of the Board and the executive of the 
. Sales Staff, is simply designed to give 

an up-to-date picture of how things are. 
At times of seasonal change in sales 
some estimate is generally given of the 
probable course of total sales within the 
next two or three weeks. Reports gain 
in interest by noting any sales records 
which have been broken. 


Sales forecasting is part of a regular 
routine, and the sales of every line are 


which eee an cimae are the pre- 
vious trend of sales, expected changes 


to certain lines, changes in the direction 
of selling effort as shown by display 
material, special commissions, changes 
in advertising copy, price reductions; 
while above all these is the big common 
factor of variations in the country’s 
prosperity and of the consequent free 
purchasing power which may be 
expended on chocolate. 


We realize that there is a danger both 
in examining very short period figures 
and further in concentrating our atten- 
tion too much upon weight of sales 
rather than value of sales, and to put 
this right a report is prepared every 
month (we work in periods of four, four 


are 


By carefully planning the routing of machine record operations, 
complete weekly sales records are made available within two days 
of a weekly stocktaking at eighteen different points. Again this 
both strengthens and facilitates control, also it reduces costs 


and five weeks to the quarter) in which 
the tonnage and value records are com- 
pared. The value of sales is taken from 
an analysis of invoices (and so includes 
discounts) and is available in the same 
main groups as the tonnage records, so 
that we have certain important key 
figures of percentage changes in ton- 
nage, percentage changes in value, and 
the change in value per ton, which 
enable us to check up immediately the 
effectiveness of price reductions and the 
probable financial results for the whole 
year. 


All the time we watch closely the 
sales of individual lines which have 
been put on to the market. For a very 


important introduction we take out 


es 


Charts of this type in 
which every line rep- 
resents the movement 
of the 52 weeks’ total 
invaluable for a 
quick indication of the 
trend of sales for dif- 
ferent sections or lines 


policy or ‘the effect of a cessati on 
some particular selling scheme. 
Perhaps the most interesting 


figures which enable us to get a bird’ 8 
eye view of the trend of every part of 
our business. Since our sales are 
seasonal, we must make some form of 
correction, else we should be continu- 
ally misled by a seasonal change in 
sales which might even mask a r 
trend in the opposite direction. 


We decided that the more eae 
mathematical correction of seasonality 
was too cumbersome for our purpose 
and that it was desirable to adopt some 
method in which actual sales figures 
were used, since we would feel more 
confident if the trend did not 
depend upon a calculation 
which we could not all of us 
be in a position to check. In 


of sales. 


of the particular line or pack- 
ing or groups of packings for 
which the chart is drawn, for 
the past 52 weeks. In 52 weeks 


seasons. 


factory, since 


what may be a steady sale on 
a new higher level. 





monthly or weekly figures 
from the twelve months total 
of which they are the centraj 
period. 


It is also true that when 
sales are rising or falling 
steeply and are also very seasonal, this 
seasonality itself may have some effect 
upon the twelve months moving total 
line. Here again special allowances can 
be made. By examining the scores of 
charts on which the different sections 
and different lines are portrayed, we 
can see both how the relative import- 
ance of different lines to the whole 
business has altered, and also we can 
discover those sections in which there 
is a serious downward trend. 


Our general policy is to concentrate 
upon the reasons for downward trends. 
Some of them can be explained out of 
hand. It is the function of research to 
explain others. In some cases the trend 
may. be due to (Continued on page 40) 
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consequence we decided to 
keep line charts (example illus- 
trated here), on which were 
plotted 52 weeks moving totals. 
Each point on the 
chart fepresents the total sales 


is contained a full range of the. 
Movements upward. 
or downward of any of these 
lines means a real increase or 
decrease in sales, apart alto-. 
gether from seasonality. When 
there is a sudden movement of 
sales to a new level, then the 
moving total chart is unsatis- 
it shows a 
steadily rising line over a 
period of a year instead of 


In such a 
case special corrections. for 
seasonality must be applied by 
averaging over as long a period 
as possible the departures of 

















by SYDNEY WILDMAN 


Sales Promotion Manager, “ Robbialac” 


f all the links in the 

distributive chain the 
: dealer is the most likely 
: w ‘become. passive if he is 
neglected by the manufacturer 
whose goods he handles. 
On the other hand, if pro- 
3 perly backed and assisted by 
‘expert guidance, no part in 
‘the chain can produce a 
higher proportion of definite 
bu usiness ‘than can the dealer. 
~ Jt is for this reason that 
ye consider “‘dealer control’ 
ie. of the most important 
actors in our sales policy for 
obbialac Home Painting Products. 
ve have always given great atten- 
‘tion to the production of dealer-aids, 
‘and one of the newest we have turned 
out is a 36-page book (pages 84 by 11 
inches) on high-grade paper, profusely 
illustrated, and entitled ‘‘Tumover’’. 
> We spent a long time compil- 
ng this book. In the first place we 
Lean against anything small and 
niggling. We considered that the 
: insignificant “booklet”? type of pro- 
‘duction, though far cheaper to pro- 
duce, would be passed over by dealers 
‘in the smother of such matter with 
which they are bombarded by all 
kinds of manufacturers. We wanted 
our book to stand out and appeal to 
the dealer as a piece which was obvi- 
ously of some real use to him. We 
consequently decided on the large size, 
the good paper and the high-grade 
illustrations. We have proved that it 
is better to spend, say, £500 on printed 
‘matter which will create £5,000 worth 
-of business than to cut the expense to 
£50 and secure only the meagre ratio 
‘of business which comes from an in- 
adequate and skimpy effort. 


In this new booklet of ours we have 
avoided over-boosting our own pro- 
ducts. We know that dealers under- 
stand their quality and usefulness; we 
have simply reminded them of this 

yuality factor while concentrating our 
effort i in showing the dealer how he can 
boost his own’ Phas in our pro- 
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of our SALES POLICY 


This firm pays the greatest attention 
to keeping retail outlets running as 
freely as possible. “If properly looked 
after,” 
can produce the highest proportion 
of definite business 
butive chain.” 


the author says, “the dealer 


in the distri- 
The booklet described 
plays a big part in stimulat- 


ing the dealer to constant effort 











whole position and circumstance of the 
average dealer was carefully investi- 
gated, and then the matter was written 
to cover every possible detail which 
the dealer might be able to turn to his 
own (and our) profitable account. 


For example, we give a paragraph 
to dealers whose shops are in seaside 
towns. It might be thought that sea- 
side towns are the same as other 
towns, but they are not—where paint 
is concerned. The sea air, the seasonal 


trade of hotels and boarding-houses, | 


offer opportunities for specia] business 
which do not occur in other places. 


In the foreword of this book we 


explain to dealers exactly what is our 
policy behind our service to them. 
Then we show them, with illustrations, 
what we can supply to them in the way 
of window displays, pelmets, window 
bills, booklets bearing their own 
names, agency signs, shade cards, 
counter set-ups, and soon. We also 
give illustrations of complete dealer 
windows which have won prizes in our 
recent window-dressing competitions. 

We also explain how dealers can 
link up in their local papers with our 
national campaigns. We advise them 
how to avoid the pitfalls of advertising 
which are likely to beset those who are 
not used to handling it. We tell them 
how and when to use direct mail; per- 
sonal canvassing; how to take part in 
local exhibitions, how to stage special 

‘stunts’; how to distribute printed 


explaining the p peran nti | 


matter, and pow to lay out their 


ment matter, to draft circular 
to decorate their delivery vans, 
on. 7 


Above all, too, we tell th 
help their own customers to 
best out of our products. 


What we consider it impo} 
dealers to know, also, is the « 
of the various schemies hey are 
mended to use. I 


et Glasses at i 


The precise cost of various. a sbio ES 
is tabulated in detail, so that dealers 
know just where they are, what they — 
can afford and how far the expend- 
ae of any particular sum wil take 
em. a 


Finally, we reproduce, in full, car 
range of carefully compiled standard ts 
letters designed for dealer use. These — = 
are all identified, and can be ordered So 
by merely quoting the key number. 


This is all positive information: eee 
Nothing in the book leads the dealer 
to think we are suggesting any scheme — 
which is just theoretical or beyond | DE 
means to make use of. Everything 





















SALES 


ONE SERVICE 
oe SELLS ANOTHER 
A local photographic dealer doing a 
es large ‘developing and printing business 
EE, very effectively uses this service to 
= increase sales. With every batch of 
= prints inserted in a wallet for the 
customer, he encloses a four-page leaflet 
-bearing the following message: ‘These 
are excellent snaps, but have you ever 
tried photographing interiors by flash- 
ght? Here are some examples of 
hat amateurs can do.” The third 
p: carries reproductions showing 
lappy moments captured by flashlight, 
wE ile the fourth page bears prices, etc. 
hi O88 materials. 

& photographer says that from 
ally no sales at all in flashlight 
rials among amateurs he now has 
excellent turnover, and consequently 

il) more d and printing. 


































g the power. of suggestion at 
ment, a foodstuff manufac- 
doing good business through a 
ement printed in the seal- 
nilk bottles. 


ise this fresh milk with ‘——' for 
breakfast this morning.” This is the 
message which can easily be read in the 
few seconds which it takes to open the 
geal every morning. Its effect is cumu- 
lative. Morning after morning the 
ee “housewife reads the message at the very 
Moment. she is opening the milk. 
es. Definitely increased sales of the product 
have proved that many thousands of 
women must be actuated by the 

: message. KARET 


-O ENTICES THE 
- NEWLY-WEDS 


Bright ideas to stimulate sales are not 

“confined to manufacturers of products. 

- Here is a well conceived plan which is 

inducing tourists to spend money, but 
eee unfortunately not in England. 

Italy is offering specially reduced 

Corn travel fares. to foreign ‘‘newly-weds’’ 

who will visit Italy and spend their 

_. honeymoons in that country. All the 

=. couples have to do is to notify the 





ary “travel certificate. ee oe 


nearest Italian Consul of their marriage, 


hen this official will issue te neces- whatever she Tequires. and hand | it to 


one | of three 


ne 


Progressive retailers are well aware of the 
value of pushing the speed of turnover of 


specific lines. They know that normally 
fast sellers can be accelerated still more by 
using special displays of various kinds and 
that, by the same process. the speed of 
turnover among the slow sellers, or even 
“stickers”, can be materially increased. Here 
is a device for window, shop or counter 
display by which specific lines can be brought 
into prominence for a “ drive", The object 
of the cabinet is to constitute a display 
stand combined with exclusive lighting 
effects without calling for the use of signs as 
separate units. By means of electric light 
incorporated in the cabinet the interior, 
where the goods are placed, becomes 
** floodlighted”’ while the “sign” glows with 
a Neon effect. These cabinets can be made 
of any size or shape or in replica of any 
specific form of container 











but they have not yet got so far as to 
make a definite bid for the potential 
business which certainly exists in the 


Just Another ‘‘Se 


T management of a well-known. 

store, knowing that while the 
majority of customers like to wander 
round buying here and there, many 
customers, not so agile or able to stand 
the walking about, come in only. for 
specific goods. 


For these customers order blanks - 
have been supplied in the rest room, 








‘ing firms such as jewellers and house , 
‘furnishers have exploited this field, but/ 
that was the obvious thing for them to 
do.: 


called upon to make any calcula 


“the aisles of the. departments a 
le : . 









7 For many years certain manufact 


But why should not other busis 
nesses, not so obviously connected. with. 
weddings, try to develop the same 
market? Why not hotels for the honey- 
moon? What about motor-car 5 
boat hiring services? Light et ae 
too? 


CATALOGUE WHICH 
CREATES SALES 


Catalogues of heavy engineering 
material are usually confined to illustra- 
tions and descriptions of products. 
Beyond that they are not usually very , 
helpful to the prospective or actual 
user. A Letchworth firm of driving 
chain manufacturers has introduced an - 
entirely new feature which enormously — 
increases the value of the catalogue to 
the user and makes it much more of an- 
active selling medium for the firm can 
cerned, GE 


In addition to the usual illustratio i 
and technical descriptions of the chains 
themselves there have been included 
several pages of special technical data 
relating to the use and | applic tion of 

chains and drives. 


These are calculations ; desi 
enable prospective users immediate. 
select the proper chain coupling fo: 
specific job in hand. Having 
selected what he wants withow 
























or go to any trouble himself, 
can then turn to the end of | 
logue where he will find a full desc: 
tion and price of the coupling he h: 
selected. 


Compared with the old method 
giving a prospect a mere list of articles - 
and then letting him shift for himself 
this new way of guiding him to sal 
he wants is a thousand miles abead. 


rvice — 
But It Pays 


goes to the necessary department and 
makes the purchase for the customer. 

This plan saves all trouble and 
fatigue for those who do not want to 
go ‘‘counter-hunting’. It has greatly 
increased business among a good class 
of customer, mostly elderly peopls of $ 
course. z 

The management states that the cost 


_of the service is infinitesimal compa 
the customer is invited to go straight _ with. the results and prestige gained. 


there and rest; fill the order blank with | 


-Finally, too, it saves congestion 
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her machine. And, if desired, 
the Pens can be indelibly en- 
graved with your firm’s name. 


Parkers OFFICE EQUIP- 
MENT SERVICE will not 
only equip your office on LL 
attractivetermswiththeworld- Eve 
renowned Parker unbreakable 
Pens and swivel-socket Pen- 
stands, but will undertake to 
keep the equipment in perfect 


} y does n claiming nape call 
f “modern.” To-day — 


i displaced by the Parker 
Set (P 


en and swivel- 


vay with pen-dippinig, blots, 
gia on furniture dnd 


he Parker Desk Set is as 


: . : cabinet 
| has his or her own Desk Set 
| and is held personally respon- 


essential to modern office 
| efficiency as the telephone, 
| the typewriter and the filing 
Each office worker 


| sible for it in the same way as 
| a typist is held responsible for 


condition at a nominal charge. 


Write to-day for details of 
this 1933 office equipment 
service or, if you are located 
in Greater London, telephone 
TEMple Bar 6552 for a 
representative to call and 
explain it to you. 


Pens made in 
Canada by British 
craftsmen. Pencils 
made in Canada 
and U.S.A. Pen- 
stands made in 
g: England and 
abroad. 


The P Parker Desk $ Ser, $ o We 
eeping with today's afice y 

swivel socket holds the pen 4 at Re 
for instant USE o 


No fore | in itl 


Han 
a Parker Penstand. The pen a 
move easily Ta all directions. o 








SIEMENS 






PRIVATE TELEPHONE SYSTEMS . ; 
y Most Efficient, 
Economical, 
and Reliable 






SIEMENS 
“NEOPHONE” 


The World's most efficient 
Telephone. Standardised 
by the British Post Office 


For SALE OUTRIGHT or on RENTAL 


Particulars from : 
RELAY AUTOMATIC TELEPHONE SECTION 
SIEMENS BROTHERS & CO. LTD. 
38 & 39 UPPER THAMES ST., E.C.4 
Telephone: City 5350 










K Just think he v 
useful th'’s 
motor ru -= 
about can b — 
particularly 
where space ‘s 
restricted (`s 
turning radi s 
is only 91t.Gin .) 


Fitted with efficient 
automatic tipper 


(body design by arrangement) 


Sze a Millars’ Tructractor at work and you will be amazed 
at its manceuvrability in cases where lorries or horses 
and carts cannot possibly be used—in factory yards, 
workshops, etc., where space is restricted. 


Already this efficient motor runabout is proving its value 
as a time and money-saver in such well-known concerns 
as Huntley & Palmer's, Gas Light & Coke Co., M.E.T. 
Tramways, etc. 


Will carry 2 tons and pull 10 tons. Pneumatic-tyred 


chassis supplied for road transport with special bodies 
to suit particular requirements. 


Write TO-DAY for catalogue which gives full details 


MILLARS’ MACHINERY CO., LTD. 
19, Pinners’ Hall, Gt. Winchester St., London, E.C.2 
Telephone : London Wall 0368 (4 lines). 


MILLARS’ TRUCTRACTOR 










LACE . 


Put TURNO 
into this Small 


small workroom and were making 
moulded accessories used mainly 
by dental appliance + manufacturers. 
This business was steady, and though 
it had been running for several years 
we at last considered that the limit was 
not high enough for us. Times were 
changing; the tempo of all business was 
speeding up; competition was becom- 
ing keen. Consequently we looked out 
for new business to which we could de- 
vote our efforts. 


Our first venture was a step forward, 
but not far enough. We had developed 
a new electric mouth light which was 
intricate and required moulded insula- 
tion. Every manufacturer said this in- 
sulation could not be so moulded. We 
insisted that it could. We 
experimented for months, 
and succeeded. 

Having mastered this diffi- 
cult job, we solicited others, 
and got them. We worked 
up quite a business as 
moulders in many spheres of 
trade. We got a reputation 
that we could ‘‘mould any- 
thing’. And so we could, 
almost. Free from our once 
restricted field, we felt pre- 
pared to tackle any job that 
arose 


Av: eight years ago we had a very 


But this wide variety was 
itself restricted by our physi- 
cal inability to win and hold 
such a wide variety of custo- 
mers. We became a two- 
dimensional business. Too much length 
and breadth but no depth. 


No sooner had we solved the engi- 
neering problems involved in some new 
piece of apparatus than our customer 
changed the design of that piece. Or 
when we had developed work done and 
the piece standardized, someone would 
undercut us in price and we lost the 
business. Our name was not on the 
product; we had no brand; we could 
not indulge in prestige advertising to 
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AVIAHODS 
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by E. W. T. SIMMS 
Director, Brook Mfg. Co., Ltd. 











exert a steady influence on or custo- 
mers. We needed some articles which 
we could make constantly for a wide 
market, month after month. 


We considered buttons, fountain- 
pen cases, shoe heels and many others 
in turn. All these could be moulded 
from a new material we had evolved 
and with the technique and skill we had 
developed. But we could put our name 
to none of them and could not, there- 
fore, build up a wide customer goodwill. 


Radio was booming: it had universal 
appeal; we looked upon it as our 








restricted market. 





po 


chance. We were too small to cover 
the whole radio business, except as 
assemblers of sets or as makers of a 
variety of small parts. But we had had 
our fill of variety. We wanted to do a 
more simple business, developing into 
big quantities of fewer lines later on if 
we could. 

Two simple parts are necessary on 
every radio set: dials and sockets. We 
decided to make nothing but dials and 
sockets. 


Here is what was virtually a “ one- 
man-and-a-boy’’ concern producing a 
few small parts, selling to a very 
The firm had 
little money or plant and could raise 
neither, but it could raise one thing 
which did not cost money—CORRECT 
PLANNING. This is a story of how correct planning 
enabled the firm to manufacture on mass production lines 
añd enormously increase its output, turnover and profits 
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VER and PROFITS 
Firm 


Our moulding machines, though cap- 
able of great variety of work by mere 
changes of dies, were drawn up into 
two lines with a conveyor belt running 
between them. All the machines in 
one line delivered dials to the conveyor 
belt, while machines in the other line 
made sockets. 

Here was our new business. Our 
small company had not much money 
in the bank, it did not have a big staff 
nor a big plant. We had to make the 
utmost of what we had. We had to 
replace capital and man-power, which 
we did not possess, by something which 
we could possess—correct planning. 

Our ideas came from all over the place. 
From books we had read, from our fore- 
men, from what we had seen in other 
businesses, and out of our own 
heads. We realized that the 
pace of our business would be 
a big factor influencing our 
profits. The faster we could 
get our works smoothly 
functioning the easier we 
should make profits. Every 
process must have a "pace", 
including the buying of raw 
material, dispatch, merchan- 
dizing and the collection of 
accounts. 

The pace of our factory is 
as fast as we can safely get 
it. One day is sufficient 
for material to travel from 
raw stock, through produc- 
tion, into the dispatch-room. 
Twenty-four hours after 
being drawn from stores our average 
lot of material is safely away by lorry 
or train. 


A fast pace does not mean hurry. 
Our assemblers are seated 40 inches 
apart along a belt which carries mater- 
ial past them. The belt moves inter- 
mittently. It moves 40 inches and then 
pauses, and so on. Every time it 
moves, each assembler has completed 
her particular operation. We allow an 
ample pause. Ours is precision work; 





pany to secure. 
“In the same way we set a definite 
- pace in each activity of the building. 
Since our elapsed time from raw stock 
to dispatch of the completed article is 
- one day, we can tell with great accu- 
yacy what our current requirements 
are. We keep a raw material stock of 
only ten days’ supply. This is a short 
period, but profitable. Every ten days 
~ we use up our stock, so we get thirty- 
-o six turnovers a year. Thirty-six uses 
<o of our working capital reduces the 
= amount of capital for the business or 
-< Increases the business we can run on 
: the same capital. 
Pace saves. space. 
are little Jarger than telephone booths. 
sea We use ‘Space for useful production. 
i : maintain this ten-day pace of 
z} e keep constant watch on a 
ple chart of daily inventory. Every 
tem is plotted on squared paper by the 
toreman, and every item has its 
“danger” line; it is the storeman’s duty 
Oo prevent any item actually touching 
its appropriate danger line. 



























Suppliers Respond to Cash 
“Settlements 


Suppliers know our pace and our re- 
quirements, and as our speed of pay- 
ments is as high as the rest of our 
activities we invariably get good service 
om suppliers, who appreciate seven- 
day cash settlements in these difficult 








Our dispatch-room is very small, a 
platform, in fact, built as a mezzanine 


Our store-rooms 
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p ‘tune up ‘the retailer to a pace 
part- enough to enable merchandizing 


j- “ment, and we did not want to do any 


building-on outside. 


The pace of our “works would be 
interrupted, however, if there was no 
established pace in merchandizing. 
Speed in selling seemed as important 
as speed in production. From the out- 


SAVES 75% HANDLING 
CHARGES 


In a glass manufactory there 
were, no conveyor belts, though 
glass is heavy material. One of 


the executives, visiting a shirt 
factory, saw conveyor belts 


handling almost everything. He 
went back and Installed a con- 
veyor from his packing room 
out to the loading bay. He 
saves 75% of his handling 
charges. The belt paid for 
itself inside two months 





set, therefore, we planned to achieve 
merchandizing that would be steady 
and nearly automatic. 


Advertising has been a main factor 
in achieving this steady demand. Adver- 
tising, of course, actuates the retailer 
and wholesaler via the public, but not 
with sufficient definiteness to maintain 
a given pace. To form this link in our 
chain requires a special sales force 
which sells the idea of applying a rapid 


a _ From this type of control card we can see at a glance our day-to-day stock of any 






icular piece. 


each individual item. 


: The Storeman keeps these records and it is his duty to see that 

“stocks do not fall below the “danger line” (shown in heavy W which is fixed for —— a 

The control card is were: bola visibl ble, in- front of its Ae 
appropriate bin A e 





-us time to deal with things in a pr 


keep level with the rest of our op 
” tions. e 

Another matter in which we set. 
pace is in our finances, particularly i 
collections, but I have explained th 
factor in a separate short article. (See 
page 16.—Ep.) 

Pace, though we have done so much ; 
through it, is never ideally steady. In 
any workable plan for maintaining a- 
scheduled speed there must be provi- a 
sion for adjusting fluctuations. So after 
getting the production and business 
machinery running in balance it is the | 
duty of Management to control it care- 
fully, oiling here, adjusting aa as 
required. ae 


1 





“Pacing” has increased turnover 
and cut costs oe , 
Every Monday, therefore, we have a 
summary of the previous week’s sales o 
of each item, type and size. 
type or size is selling faster or slower 
than was estimated, before Monday 
has gone we have made all the adju 
ments necessary again to balance: 
duction and selling speeds. a o 
This comparatively simple system ‘of 
““pacing’’ has, in about six years of 
actual working, increased our turnover 
by no less than sixteen times. Whereas _ 
we formerly employed only ten regular 
operators, we now have over one hw 
dred kept working at the highest econs 
mic speed. Our costs per unit | 
been reduced incomparably lower tt 
those which existed under the old sy 
tem; consequently we can sell in th 
keenest markets. i 
The system of pacing, too, enables 
to adapt our processes more quick} 
to market changes. By our constar 
and close touch with retail distributors 
we can always gauge the pulse of the 
consumer; in fact, we can even antici- _ 
pate it and prepare beforehand if we — 
see any alterations in style, size, ete.. 
are likely to be demanded. a 
We are in touch also with the actual : 
manufacturers of radio sets, and 
through this channel we also know 
instantly when any advances in tech- 
nical improvement are likely to call for 
any changes in our products. oa 
To sum up, pacing in the way I have — 
described—that is, in every department 
—has enabled us to establish our busi- 
ness upon a foundation of rock, whereas _ 
previously it slipped about upon some- — 
thing very like sand. We know that 
our whole concern is sound from top tò- 
bottom, and those with whom we deal _ 
know it too} consequently our sources _ 
of supply and our markets are secure. — 
Because of this the proper time and _ 
attention can be given to looking ahead 
and planning developments. | 
We have made pace the keynote of 
our policy, but it is pace which all 
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y PRODUCTION METHODS & EQUIPMENT 


t 


first— 


U CAREFUL 
\PREPARATION 


Then the Wage- Incent 





A. J. GRAF, General Works Manager, R. HOE & CO., Inc., Says— 


n a manufacturing concern, trying 

circumstances sometimes occur which 
— present real tests-of its manage- 
ment’s courage. Questions which con- 
front an organization at such times may 
be: 


First, should its management, before 
setting standards of labour efficiency, 
wage payments and a wage-incentive 
plan, build on a firm foundation by pre- 
paring equipment, tools; by providing 
adequate facilities for handling and 
storing materials and by developing 
and maintaining methods and stand- 
aids suitable for satisfactory production 
and low costs? 


Or, second, should management side- 
step these responsibilities? Can it 
satisfy its desire for quick results by 
installing, in a given time, a wage in- 
centive plan before preparations for 
satisfactory production are made? May 
it expect high production and low costs 
solely from happy industrial relations 
which may be based on sentiment and 
philanthropy to the exclusion of prac- 
tical production methods and modern 
management, technique, in the hope 
that, somehow, ways and means auto- 
matically will be developed? 


If the first procedure is followed, the 
results should be (a) standard, satisfac- 
tory performance and costs, and (b) 
healthy industrial relations among the 
operatives. 


Why the Second Plan Proved 
Inadequate in every way 


It takes time to install the best avail- 
able machinery and tools, or to over- 
haul existing equipment. It is often a 
major operation to rearrange machin- 
ery and to provide suitable transporta- 
tion in the interest of straight line pro- 
duction. It takes time to standardize 
small material equipment, to study de- 
tailed processes carefully and to develop 
good production methods. It takes 
time, also, to improve such methods 
as those used in routing and record 


keeping, all of which should precede 
the setting of tasks and the installation 
of a wage-incentive plan. 

Many managements forego the first 
plan either because of undue pressure 
and the urge for quick improvement, 
or because they do not grasp the im- 
portance of this procedure. 

If a wage-incentive system is com- 
pleted without these preparations and 
industrial relations are seemingly satis- 
factory, there results, it is true, an in- 
crease in production, but it is excep- 
tional if this increase exceeds 25 per 
cent of what should be accomplished. 
Moreover, harm may be done in the 
haste which such a plan is carried out 
and in the setting of a definite time for 
its completion. Generally, in the final 
analysis suitable methods in keeping 
with the best practices are not devel- 
oped, standard tasks and rates are out 
of line, there is dissension in the rank 
and file, initiative is destroyed, and 
progress is retarded. 

This would be the case particularly 
in a large plant manufacturing a small 
volume of standard machines to indi- 
vidual specifications, and small volumes 
of a variety of standard parts. Into 
this class falls our own concern, which 
manufactures printing presses and 
equipment. How our management 
made its decision and faced the prob- 
lem of reducing costs is outlined in the 
following description. 

Several years ago the management 
freed itself of the handicaps of old and 
unsuitable buildings, replaced old 
equipment with new, introduced new 
methods, and side-tracked traditions 
that long had prevented it from keep- 
ing pace with modern times. 


Two-thirds of our machinery is new. 
We have produced more with the 1,598 
machines now in use than with the 
2,408 machines we previously used. 
Great care was exercised in the select- 
ing of identical machines for the vari- 
ous operations. We standardized in 


“A manufacturer 

who does not 
develop and standardize modern 
methods and equipment BEFORE 
adopting a wage-incentive plan, 
may possibly increase production 
—but rarely will he reach 25 per 
cent of the potential increase. 
This company, by replacing old 
buildings, equipment and methods 
with new, and by basing a wage- 
incentive plan on the changes, not 
only reduced costs but INCREASED 
PRODUCTION BY 40 PER CENT” 


x 


the power applications, speeds and 
feeds, spindles, tools and appliances. 
This permitted the setting of uniform 
standards of accomplishment and elimi- 
nated many of the variables which pre- 
viously had caused loss of production. 


Standardizing Methods 

A Methods Division has been estab- 
lished and all operations are planned in 
collaboration with foremen of depart- 
ments. Standard methods are used for 
all operations which are repeated on 
similar articles, 

Holding devices, jigs and fixtures are 
used, which not only make it possible 
to use all the advantages of power, 
rigidity and speeds of the new mach- 
ines, but also permit us to reduce the 
time of set-up, thus increasing product- 
ivity. 

The Planning Department, — 
a system of records, master route 3 
and instruction cards, maintains the use 
of standard methods and all available 
appliances. This replaces the plan 
under which work was routed to the 
various departments and machines 
without detailed instructions. For- 
merly the workman was allowed to 
choose his methods and implements, 
and, generally, he was not held 
accountable for the time taken. 

(Continued on page 38) 
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f 
circular in motion—similar to that of | 


ECONOMY! 


These 


PLANS and IDEAS 





Psychology. 





TEAMS RAISED 
OUTPUT 50 PER CENT. 


In a confectionery factory bottling 
sweets had hitherto been carried out 
by separate workers. It was arranged 
for bottling to be carried out by teams 
of workers, each, as a rule, continu- 
ously performing one operation. The 
screwing on of the lids, however, 
proved to be the most monotonous and 
tiring job, and it was therefore arranged 
that no girl should work continuously 
at this task for more than half an hour. 


When the new system had been 
working a couple of weeks it was found 
that the average increase in output and 
earnings was as high as 50 per cent. 

There must be many operations in 
all sorts of business which could be 
improved by such simple and common- 
sense planning as this. 


THIS OFFICE SAVED 
£10,000 A YEAR 


Here is another instance of the value 
of logical planning, this time in the 
office. In a large concern it was found 
that highly-paid officials were engaged 
in the purely routine work of entering 
figures and making simple calculations, 
in addition to carrying out more res- 
ponsible tasks of administration and 
making major decisions. In most of 
the departments it was possible to 
separate the. routine work and allot 
it to clerks equipped with calculating 
machines. Under the reorganization a 
smaller staff was adequate, and the 
necessary figures were available in 
much less time than previously. 


These and other similar changes re- 


sulted in a saving of nearly {10,000 a 
year to the firm. 


EASIER SORTING 
DOUBLES OUTPUT 

This observation was made in a fancy 
goods factory. Under the old system 
shavings and waste from various mach- 
ining processes were sifted to separate 
out any metallic substances. It was 


cost nothing to install, yet 
THEY ARE ALL 


SAVING MONEY 


These effective examples are actual instances 
observed and recorded in various industries 
by the National 


Institute of Industrial 
In principle they can be applied 


to practically any business 


pointed out, however, that some metal 
particles could also pass through the 
sieve, and that when they had once 
passed through, a sorter was unable to 
detect the impurities. 

A new method was then introduced 
by which the sorter, having cleared her 
table, picked up the material and threw 
it on to the table, a handful at a time. 
The method of throwing employed was 





spraying water. By this method any 
metallic substances could at once be 
seen or heard on the white surface of 
the table. 

Rough trimmings showed that the 
new method, in addition to being more 
efficient, was also much quicker, the 
increase in output amounting to 83%. 


A CONVEYOR 
BELT IDEA 


Here is a simple and obvious im- 
provement, but the firm concerned did 
not think of it till its use was indicated 
by a visiting observer. 


A worker engaged in clamping and 
testing tins of toilet preparations suf- 
fered from the distraction of having to 
watch the conveyor belt, to ensure that 
no tins were carried past her. If a tin — 
passed accidentally, an awkward move- 
ment was necessary in order to reach 
round the machine to retrieve it. 


A metal rail was fixed across the belt 
to remove the tins and guide them toa 
position near the operator’s left hand. 
The guide made it unnecessary to 
watch the belt and enabled the girl to 
give all her attention to testing the 
tins. Her work became more satisfac- 
tory and considerably less fatiguing. 


How are YOU 
MEETING COMPETITION? 


i Siaa are dozens of ways; some obvious, 
some not so obvious. The past few 
years of difficulty have doubtless com- 
pelled you to do some hard thinking about 
ways and means to keep your output 
moving. But have you really exhausted 
all the Por expedients which are open 
to you 


F very issue of Business is full of 
methods by which other business men 
are extending their trade and/or reducing 
their costs. The contributors of these 
plans and ideas may not be in your line 
of business. That does not matter. Every 
article in Business is valuable from many 
different points of view. 


Fo example, the article on page 12 has 
an almost universal application. No 
matter what your business, it has to be 
managed. And if you can make that 
management easier and more effective, 
then you are directly cutting your costs 
and Se your chances to sell more 
profitably in to-day’s markets. 


bias may not be a chocolate manufac- 
turer, but many of the distributive 
problems which beset that great chocolate 
concern, Cadbury Bros., may be the same 
problems which confront you. How, for 
instance, do you get to know, if you do 
know, to what extent your competitors are 
selling in given areas? What kind of 
people buy your product? When, how 
and why do they buy it? By how much 
do outside influences (unemployment, 


seasonal factors and so on) affect your 
sales? Could you sell more kettles, 
blankets, sweets, mouse-traps or whatever 
your lines, if you knew the answers to 
these questions? 


Meo probably you could. The article, 
then, on page 17, though by a choco- 
late manufacturer, will interest you, 
because in it these questions, and others, 
are answered. 


age 19, describes the precise advantages 

an executive secured by using a special 
method of assisting retail distributors to 
sell more of his paints. Do not pass over 
this article because you may be selling 
some merchandise totally different from 
paint. Read the article. It may give you 
a new sales idea. 


Comothing can be said, too, for the short 
money-saving paragraphs on this very 
page. These are not presented as news 
items of what has been done in various 
factories. They are examples of method, 
illustrations of principles. 


|; you can lift out one of these cost- 
cutting ideas and apply it directly and 
unaltered to some process in your business, 
that is excellent. But in any case they 
are well worth reading as they may inspire 
entirely new ideas in your own mind or 
they may form the basis upon which you 
can develope some plans which, up till 
now, have been with you but nebulous 
uncertainties. 
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Used in hundreds 
of banks and 
large offices 


USE BRITISH 
CROWN “A” 
STAPLES 
GUARANTEED 


for use in Crown 

“A” Hotchkiss 

and similar 
machines 


Boxed 500s 
Per 1,000, I/- 


1216 





CROWN MODEL “A” 
STAPLING MACHINE 


Will stand more rough handling and 
hard wear than any other stapler 


COMPLETE WITH 500 STAPLES 13/- 
RETAIL 

CROWN MODEL “C” 

WIRE STITCHING MACHINE 

Capacity : 210 Fine Wire Staples, 2 : fa 

easy action — rapidly recharged 

COMPLETE WITH 1,000 STAPLES RETAIL 


Use British Crown “C’’ Staples, Guaranteed for use in 
Crown ‘‘C’’ Model Hotchkiss ra, Bostitch, & Star. 

6/6 box of 5,000 
INVALUABLE 
For Fastening Papers, 
Ete. in Offices 
In Warehouses 


and Factories 
For attaching Dockets 
and Price Tickels to 
Hose, Clothing, Fabrics, 
Developed Films, &. 

A special staple with a 
fs inch leg is made for 
this purpose 

Boxed 5,000s 


\ 7 
ELOS TRADE MARK 
ON EVERY BOX 


Y 








SOLE DISTRIBUTORS: 


FRANK PITCHFORD & C°?:L'?: 
Well House, Well St., London, E.C.! 


Phone: NATIONAL 0055 (4 lines) 
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Famous Ediphone users 








Central Ediphone Transcribing Room (Regent Street Offices) 


The Ford Motor Co. Ltd. 


The largest motor-car manufacturers in the world use the 
Ediphone Voice Writing System throughout their entire 


organization. Commencing with a comparatively small instal- 
lation more than Io years ago, they now use more than 150 
Ediphones in Great Britain. This vast organization believes 
that time-saving methods and machinery in their offices are 
just as important as the time-saving methods and machinery 


employed in their factories and workshops. 











The Ediphone Voice Writing System 
saves one hour of each dictator’s 
time and three hours of every typist’s 
time every day. Wherever there is 
dictation and typing—in large offices 
or small—the Ediphone can be used 
to advantage. 






Write for our book 


“Now—How about 
MY Business?” 


it will help you to solve 
your correspondence problems 


THOS. A. EDISON, LTD., 
Victoria House, Vernon Place, 
Southampton Row, London, 
W.C.1. (Telephone Hol. 9933). 
Also at Cromford House, Market 
Street, Manchester, and at 245, 
Corporation Street, Birmingham, 
Distributors in all leading Cities. 


Ediphone 





System 





he 1S only 


but... 
SHE HAS TO DO 
A LOT OF PHONING 


All day long she is answer- 
ing the phone or ringing 
somebody up, and no one 
knoWs better than she how 
much time and worry is 
saved in an office by a 


Srandard 


[PRIVATE AUTOMATIC EXCHANGE 


Advertisement of Standard Telephones & Cables Limited 


The Hyde, London, N.W.9 


Telephone =- =- Colindale 6533 


Fanfold’s 
Labour Saving Stationery 


Systems 


SPEEDOFORM Ask us to prove to you 

that we can save you 
FANFOLD {1.6.8 on every 1,000 

sets of “ Multiple ” forms 
TRANSKRIT completed in eae office. 
To achieve such savings it is not necessary 
to invest in expensive equipment. No 
new equipment is required, for example, 
for Transkrit—the fastest system of typing 
(or writing) Multiple forms—Invoices— 
Works Orders — Travellers’ Orders — 
Receipts, etc., etc. 


Write for further particulars, enclosing specimen 
of your present form to 


gantol, 


North Circular Rd., London, N.W.2 
Telephone: Gladstone 5477 















Floundering 


Instal Visible Equipment in place of obsolete books and cards and 
reap the following benefits :-— 


1, SALES DEPARTMENT. Coloured indicators will show visibly 
month of last order and call—facts vital to any sales controller. 
2. AccouUNTS DEPARTMENT. Quicker sales and bought ledger 
postings. Statements in less time, coloured signals to show 
overdue accounts, and how long they have been outstanding. 
3. WORKS OFFICE. Better stock-keeping methods. Posting 
done in half the time, Items for re-ordering indicated visibly. 
Follow-up of overdue ‘‘on order” items automatically. A 
permanent reminder of slow-moving items. 


These are but a few of the reasons why you should inves- 
tigate British-made ‘‘Bizada" Visible Equipment. Write 
now stating your problem—no obligation—obviously. 


CARTER-PARRATT Lid. 


(Original and largest British Manufacturers of Visible Equipment) 


16 VICTORIA STREET, LONDON, S.W.1 
"Phone: Victoria 1045-1046 
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Management “Finger-Tip Control” 


he primary aim of business men to- 
day is to beat competition by means 
of a double expedient—the increase 
of all-round efficiency coupled with a 


_ substantial reduction of costs. 
i 


` To secure this double expedient a 
two-way procedure is absolutely neces- 
sary. First the human element in the 
business must be more highly tuned 
and controlled in order to make effort 
more effective; then the vastly more 
speedy and accurate capabilities of the 
machine for routine work must be in- 


telligently harnessed to augment the 


human power. 


There is not much of good which can 
be attributed to the slump of the past 
few years. But this at least can be said 
for it, the advent of stringent times 
certainly forced the business man to 
discover the enormous importance to 
the balance-sheet of the costs involved 
in running the office and executive 
sides of a business. 


In days when a few pounds either 
way in the matter of costs did not mean 
a matter of life or death to a concern, 
ninety-five per cent of business men 
were not office-minded or business- 
equipment-minded. While the bulk of 
them were certainly progressive to the 
highest degree in making sure that their 
manufacturing plant was modern to the 


last possible unit they were not simi-- 


larly conscious of the office and adminis- 
trative sides of the business. 


One well-known firm comes to the 
writer’s mind as a typical example. 
This firm was so proud of its modern 
equipment on the manufacturing side 
that it organized visits by the public 
to see over the works. The latest gas 
furnaces for stoving were installed, 
magnetic cranes operated in the scrap 
yard, an air-conditioning plant looked 
after the atmosphere, electric trucks, 
overhead conveyors and belts did the 
lifting and handling of heavy materials. 


All this, and yet while I was in an 
office of one of the directors this execu- 
tive needed to call the publicity man- 
ager. He rang an ordinary electric bell 
which called in his secretary, whom he 
dispatched on a tour of the building to 
find Mr. So-and-So! 


In a firm like that a director was not 


More sensitive and more accurate 
control of all departments is the 
vital need if profits are to be made 
to-day. Only by utilizing to-day’s 
modern METHODS and APPLI- 
ANCES, however, can this control 
be secured. Here are some of the 
latest developments: which of 
them would raise the efficiency and 
reduce the costs of YOUR Organ- 
ization ? 
+ 


connected by internal telephone to an 
important departmental manager! I 
was so surprised that I mentioned the 
fact. ‘‘Oh,”’ said the director, ‘‘we 
have a phone, but it is out of order at 
the moment.’’ I then saw the instru- 
ment. It was one of those ancient 
buzzer things like the field telephone of 
the early war days; in fact, it looked 
like an ex-W.D. instrument bought for 
next-to-nothing from the Disposals 
Board of years ago. 


That one point was typical of many 
otherwise progressive firms before the 
slump. f 

To-day there is a marked difference. 
Management has been compelled to re- 
cognize that in the office and the ad- 
ministrative fields there is labour-sav- 
ing, time-saving and money-saving 
equipment which influences profits 
every bit as powerfully and directly 


as modern plant in the works. They 
have been compelled to understand that 
the office and the administration, as 
well as the works, must observe its 
ratio of costs to results if progress is to 
be maintained. 


The outstanding success of firms like 
Lever Bros., Austin and Morris Motors, 
Woolworths and dozens of others is the 
outcome of administration planned ac- 
cording to statistical facts placed in the 
hands of management by modern busi- 
ness equipment. 


No power in the world other than 
scientifically devised mechanical equip- 
ment could provide this basic data in 
time to be of use in planning the busi- 
ness or at a cost which would enable 
profits to be made. 

In an article of this kind it is quite 
impossible to mention all the new appli- 
ances and services which specialist firms 
have developed to make administration 
and office routine more speedy, more 
accurate and at the same time less 
costly per result than ever before. 


Look over this Exhibition of Business 
Equipment and Services 


In the following list, however, I have 
cited representative examples of the 
outstanding items of time- and money- 
saving equipment which are on the 
market to-day. Every business man 
will find it worth while to read over 


(Continued on page 44) 
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Among the latest equipment for Business 
Canteens are these Folding Tables, the 
tops of which can be finished in a variety 
of surfaces. On che right is an all-purpose 
table which will find many uses in the 
office. It can be serge at when not 


requi 
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Three Practicable 





Compensates Overtime 


WITHOUT PAYING CASH 
By E. T. MILES 


j ak are many offices in which the 
problem of overtime is often debated 
without any satisfactory arrangement 
being arrived at. In factories and 
works where labour is paid for at so 
much an hour the matter is simple, 
neither is there much difficulty where 
large offices such as banks are able to 
set a standard payment for overtime, 
and to keep to it. 


It is in smaller offices where the 
difficulty is found. Take as an example 
an office of a trading ogni vee 
twenty or thirty employees where the 
type of work done is mainly regulated 
by the nature of the matter in the day's 
post. It will sometimes happen that 
there is hardly enough work to fill in 
the whole of the day for the entire staff, 
while at other times everybody is kept 
busy throughout the day and many 
have to stay an hour or two after the 
official closing hour to complete the 
day's work. 


The firm with which I am connected 
is such a one. We have a loyal and 
excellent staff who are genuinely 
interested in their work, but they could 
hardly be blamed if they did not feel 
sometimes that in being requested to 
stay late in the evening without the 
payment of overtime we are asking for 
something which is not legitimately 
ours. 

No one realizes this more than the 
directors, but, the firm being a young 
one and at present only just making 
both ends meet, we cannot afford to 
increase the pay roll by the addition 
of overtime at the moment. 

We have therefore decided upon the 
following plan which we are at present 
trying out. The office hours are the 


usual, 9 a.m. till 6 p.m., but when an 
employee has worked until, perhaps, 
nine o'clock the previous evening, little 
can be said to him if he does not come 
in until nine-thirty the following morn- 
ing, for he would be perfectly right in 
retorting that in any case the firm is 
the gainer by two and a half hours. 


Up to now, therefore, no record has 
been kept of the times at which 
employees arrived in the morning, but 
under the new scheme a time book is 
being kept in which is recorded the 
times of arrival and the times of depar- 
ture of every employee. 


Each member of the staff should 
work five days of eight hours each and 
one (Saturday) of four hours, thus 
making up a forty-four hour week. The 
time book will in future give us the 
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Idea: 


number of hours 
worked, thus wher 
two nights in or 
o’clock, his recor 
week, providing h 
each morning, will 
six hours. We sh: 
two hours. 


I have already 
some days the pos 
full day’s work f 
staff, which means 
a position to wor 
depleted staff. W 
is rather an advan 
everybody who rer 
fully engaged. It 
us to arrange for 
the staff to take af 
ment of the hours 
every hour’s over 
one hour and a hz 
we are not busy. 


The scheme is 
in a position of 
employees becansi 
obligation to ther 
overtime, and also 
for they feel that t 
treatment. 


As a matter of | 
that the hours off a 
especially by the 
have opportunities 
they would not c 
obtain. 


The idea is one 
any concern whic 
busy and at ott 
enough, and when 
in our case, to 
daily lots or to pl 
weekly or other b 


The actual sup: 
and control of th 
be taken off is a 1 
firms to decide. 
have one senior r 


department who ¢ 


No Secretary so “L 


THIS PERSONAL FI 
By CHARLES LAMBTON 


n most businesses there is to be found 
one person who is looked upon as indis- 
pensable because he (or she) seems to 
know everything about the whole busi- 
ness. Every relevant fact and figure 
that executives want always seems to 
be at their finger tips. They can 
remember in an uncanny way telephone 
numbers, addresses they have only seen 
once, the details of transactions, con- 
tracts and all sorts of odd matters 
which could hardly be fitted into any 


one particular off 
book 


Unfortunately 
these do not stay 
rise rapidly; it is 
hold them. It wa: 
most competent ar 
ever had, and for : 
felt the loss of his 1 
me, that I decide 
not be allowed t 
must not again | 


From Three Office Execut 


secretary upon whom I learnt to rely 
= ; much that they become indispens- 
e. >» 
It was then that I got the idea for 
n “All-in File”, as I call it. Just a 


Pindex file. Into this cards are put every 


y on all manner of subjects. The 


fia alphabetical 5 in. by 3 in. card 
da 


' basis of the file was made up by includ- 


? 


ing the names, addresses, telephone 
numbers, and other particulars of every 
‘person and firm with whom I, person- 
ally, deal. These were carefully cross- 
indexed, so that I could look up Mr. 
Brown of Smith, Sons & Co., Metal 
Merchants, either under ‘‘Brown”’, 
“Smith, Sons & Co.’’, or ‘‘Metal Mer- 
chants’’. 

With that basis the file began to grow 
from the day it was started. Each day 
new persons and firms were included, 
and particulars of everything with 
vhich each was concerned. If a new 

ontract was fixed the brief details were 
ıt on a card and dropped into the file 
that I could look it up at once with- 


the necessity of sending for the 
“doom 


ment itself when I merely wished 
to check a figure or confirm a date. 


The file has now been in use for some 
months and is even more valuable than 
my previous ‘‘indispensable’’ assistant, 
for it is never out at lunch and it works 
twenty-four hours a day if I require its 
services. It stands beside me on my 
desk and I turn to one or other of its 
four drawers dozens of times a day. 
Each evening my secretary drops in 
their correct places fresh cards giving 
details of practically everything which 
has happened during the day, and adds 
various facts to the cards already in the 
file. This duty takes her from twenty 
minutes to half-an-hour a day, and 
saves her the constant worry of my 
buzzer throughout the day calling her 
to look something up in the correspon- 
dence files, or contract files, or address 
book, or telephone directory. 

I have been criticized by colleagues 
for including simply everything in this 
file, but I find that an ‘‘All-in File’’ is 
far quicker and more handy than two 
or three files each containing matter 
only of a certain kind. Perhaps the file 
is a little bigger because it contains 
everything, but it is just as easy to turn 
straight to anything in it, as long as 
it is alphabetically indexed, as to use 
several smaller classified files. 

I have also found lately that I have 
come to rely so much on my “‘All-in 
File” that other matters, not strictly 





Here are three plans, proved in ef 
by actual experience, which are of 
versal application that they can be 
and applied direct to practically an 


business. 


Their cost is nil, yet t 


considerable saving in both time 





of a business nature, have crept in. 
Particulars about my club, theatres, 
films, private appointments, the tele- 
phone numbers of my friends, and so 


on have appeared. 

But there is room for everything, for 
is it not an ‘‘All-in File’? And as 
such, nothing comes amiss to it. ° Other 
files have their limitations, but not an 
“All-in File’’ especially when it is for 
the use of one person. It can contain 
particulars relating to everything and 
anything which may be needed at a 
moment’s notice, and even when a 


matter cannot be conde 
always be indexed in the | 
can be turned to with the 
delay. 

In time the file is boun 
certain amount of dead m; 
can be weeded out every 
months and transferred to 
where it will probably be v 
for several years, for I 
found that once a matter 
or person. has engaged 
attention yow are always |! 
it or them crop up again 





Now We Have 


Mailing Lists Corre 
IN ONE-FIFTH THE TI 


By B. E. 


O ne of our correspondence clerks 
thought of a ridiculously simple 
idea of eliminating much of the work 
entailed in keeping a large mailing list 
up to date. 

As well as dispatching many 
thousands of letters per week to 
customers we also send many thousands 
to prospects, soliciting business. In 
mailing, the customer list is, of course, 
kept separate from the prospect list. 
Each is filed alphabetically, in towns 
and counties. 

It has been our experience that from 
three to five per cent of names in each 
list change every year and the letters 
sent out to these names come back 
marked ‘‘gone away” or we receive 
notification of a new address. 

To correct these lists the cards with 
the ‘‘dead"’ addresses must be removed 


L. Smith 


from the files so to do 
returned envelopes former 
arranged first for one list, 
other as the file clerk had 
telling whether the address 
customer or the prospect 
course, she got the returne 
the returned envelope she 
the form of the letter, if 
But all this took up much 
a very uncertain plan. 

The new idea was that 
to ee should be 
purple typewriting and to 
in black. 

Now, when we get retu 
simplest matter to divid 
their two classes; purple a 
black are prospects, and tł 
is to it. Simple as the i 
saved us hours of time. 
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AMONG THE LATE 


BUSINESS | 
EQUIPMENT 





Left: Here is a new cash till for whict 
speed of operation and safety are the 
outstanding features claimed. The 
three coins near the top are lying or 
a special rubber mat below a glas: 
shelf on which the customer originall) 
placed them. Coins remain in view 
on this mat till the transaction is com: 
pleted, thus avoiding any dispute a: 
to change. In the till itself each coir 
rack is scaled to show the exact num 
ber of coins in each rack. Wher 
balancing up, counting the coins i: 
unnecessary. The till can be lockec 
and used as a separate unit away fron 
the cabinet, or can be locked away i: 
the bottom; compartment show: 





Below: A new aid to management control. Colour is the essential feature of this chart 
system, and it is unfortunate that a mono-chrome illustration cannot do it justice. The 
three scales comprise any (1) past factor, (2) present factor, (3) the difference between the 
two. Setting the signals on the lower and middle scales automatically produces the difference 
in the upper scale. This is definitely an advance in methods for quick, accurate contro 
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(Subsidiary of Greenly's Ltd.) 


NCERY LANE, LONDON, W.C.2 
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An Ericsson Telephone on your 
desk places your organization 
at your finger tips — directors, 
secretary. accounts, warehouse. 


Clear-speaking, c¢fhicient, fool- 
proof, a really faithful servant 
which is earning its keep all 
the time. 







Our new instrument (ill) with 
bakelite case and specal trans 
mission features is now in 
production. 
Wrile to-day for quotations and 
literature, and particulars of 
our rental system. 
Ericsson Telephones Lid. 
67/73 Kingsway, 
London, W.C.2 


Telephones - Holborn 3271/3 










FREE TO THO 
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VALUABLE BOOK ON C 


“THOUSANDS of young business men are 
established in the receipt of big salari 

result of training received under the exper 
the Metropolitan College, St. Albans. 

$ They frst realised the urgent need for peo! 

; chosen branch of Commerce, and then we 
















- 


| 


1. The phenomenal growth of the Sec- 


professional Accoun and Secretarial 
Societies, the Institute of Cost and Works 
Accountants, etc. 

3. Professional Preliminary examin- 
ations, Matric., Bar, B. Com. and LL. 
Degrees, etc. 

4. How to enter for these examin- 
ations — subjects — fees — exemptions, 
atc. 

5. The best methods of study at 

en study notes. 

6 Practical non-exarnination) 
Courses io all Secretarial, Accountancy, 
aod Commercial Subjects, 

7. The work of the College—figures 
showing how its examination successes 
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j against 

/workmen’s compensation, delivery van 
These. 
covers are usually taken out at varying. 
times and with different companies and. 
agents when the subjects are raised, | 
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very trader who is progressive 
E realizes that present-day competi- 
tion demands the avoidance of all 
unnecessary labour and the simplifica- 
tion of methods. 


To the average small trader, and to 


the retailer particularly, the matter of 


various insurances is one which gives 
him a good deal of office work and 
constantly exercises his mind when it 
might be better employed in construct- 
ing schemes for creating bigger sales, 


Insurance matters are problems with 
which the average trader does not like 
concerning himself, if only for the 
reason that he knows very little about 
them. 

The general procedure is to insure 
fire, burglary, plate-glass, 


accidents and public hability. 


probably by visiting canvassers. 


How separate policies waste time 
and may lead to losses 


The result is the trader is loaded with 
half a dozen policies. He has hali a 
dozen expiry dates to think about and 
as many different. premiums to find, 
some of them, of course, always falling 
due at inconvenient moments. H he 
inadvertently forgets one he sometimes 
receives a letter from the company or 
a visit from the local agent. 


We have a small chain of five shops 
and for many years we suffered the 
difficulty of trying to keep these half 
a dozen policies in good order. For a 
long time this work was done fairly 
satisfactorily by a confidential clerk 
who had been with us for over twenty 
years. It was the retirement of this 


clerk, however, which led us to review 
| our insurance position and to adopt > Fo 
| more, modern methods. of ‘dealing w 





Reduces our Risks and 


SAVES MONEY on PREMIUMS 


By J. SALTER, Director, Murray, Salter Ltd. 








Soon after our old clerk had reti oah 
we had two serious lapses, one of which 
nearly cost the firm £300 due to the fire 


policy having been allowed to get t 4 
behind. It was only the cour none 
the 


insuring company w 
personal favour. to a clien 
long been on thei ) 
obligation, yo 
bound to do so, and we 
been the losers. 
















We: decided tö j adopti it no o 
a much more convenient way of 
ling these matters by : ng cler 
labour and worry on the part o 
principals, but also as an. ‘actual. money : 
saver, as we found that the single all-in _ 
premium. amounted to less than the _ 
previous separate premiums combined. — 
Of course, at the time we wanted to 
change we still had all our old policies _ 
running. These did not expire at dates _ 
which were near together, but were | 
strung out over almost the whole year. _ 


At first we were at a loss to know _ 
how to change over as, naturally, we- 
did not want to sacrifice any of the . 
cover for which we had already paid — 
the premiums. With the new form of 
insurance, however, we found it was not _ 
necessary to make any sacrifice. The — 
insuring company adjusted the dates on 
which the various covers of the new _ 
form of insurance took effect by making — 
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© Only GOOD print can pull your 
publicity out of the speculative 
category. Only GOOD print can 
make its cost an investment, 
rather than a gamble. Only GOOD 
rint can offer you sure dividends 
n generous proportion to outlay. 


@ How, then, shall we define 
GOOD PRINT ? 


@ In the first place, good print 
is the logical outcome of good 
printing. But it is far more than 
that. The most highly skilled 
builder is ineffectual apart from 
the architect who provides the 
design to be followed. 


@ Print that is to achieve results 
must be well planned as well as 
well printed. 


@ This is where the SERVICE staff 
of the Old Bailey Press takes the 
speculation out of printing and 
puts in extra profits for YOU. 
keting SERVICE digs out new 
fields and new ways of tackling old 
fields. Creative SERVICE produces 
attention—getting layouts and real 
sales-producing wordings. 
@ The printed result is invariably 
one which is worthy to join its 
countless predecessors in the 
lery of good printing: A good 
ob—a satisfactory job—a job which 
repays its cost many many times 
—in other words an Old Bailey 
Press Job. 
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SOME RETAIL 


BUSINESS for MARCH, 


Why 





LOSE BUSINESS TO THE 


Bazaars and Multiples 


By HAROLD WHITEHEAD 
of Harold Whitehead and Staff 


it is, but always for what it does. 

Better quality goods need well- 
planned personal presentation of the 
services which the goods render, ex- 
pressed in terms which appeal to the 
individual customer. Unless this is 
done, the goods are sold on price, and 
if price is made the reason for buying, 
the multiple and cut-price shops, which 
can afford to sell at a lower price by 
reason of their less expensive service, 
will get the business. Actually, price is 
not a reason for buying, but unless the 
sales assistant can explain why the 
better article is worth more, the 
cheaper article will have the strongest 
selling appeal. 

To justify the better quality of the 
goods, then, requires the highest tech- 
nique of salesmanship. There are 
to-day many wonderful retail salesmen 
serving in our shops and stores, but my 
own observations lead me to suggest 
that while our sales assistants are of 
splendid calibre the average standard 
of selling technique is far too low—and 
this judgment is based on the analysis 
of several thousands of observed sales 
of all kinds of merchandise. 


Let me cite a few examples of actual 
faults which I have found in retail 
selling. A manufacturer of gas water- 
heaters advertised that no flue was 
necessary; the salesman said: “I think 
it needs a flue.” A manufacturer of 
men’s hats advertised: ‘‘Wear the right 
hat for the right occasion’’; the sales- 
man said: ‘‘You can wear this hat on 
any occasion.’’ A motor car manufac- 
turer advertised certain special fea- 
tures; more than 20 salesmen were 
interviewed, not one of whom could 
explain these features in non-technical 
language, and two agents’ salesmen 


N O product is ever bought for what 


actually advocated other makes c 
as being better value. A mak 
chocolates stated that he had the a 
good-will of the trade; yet a sho) 
at a score or so of confectioners 
closed that when asked for their a 
not one of the salespeople sugg 
this particular maker's product. 
And the salesmen's weakness of 
ing technique is not restricted to fi 
to tie up with the manufacturer 
stores’ selling and advertising p 
Many are amazingly ignorant o 
goods they are selling. One sale 
stated that if the customer want 
good, reliable fur she should buy 
squirrel—perhaps because she 
happened to like it, or had some 
or else because she had no ides 
wearing qualities of furs, Y« 
ably know the story—whHich ` 
of the salesman who said tl 
was the hair of the ‘‘mo’’—1 
have little difficulty in citi 
stances of statements ali 
absurd, and possibly ev 
gerous, so far as the g 
customer is concerned. 


The fact that mam 
thoroughly workman 
justify those retail d 
selling on a quality 
basis, being satisfie 
average standard < 
how can manufac 
their advertisir 
when the sales: 
plete the selli- 
with the “'s 
advertised g 

To my 
higher gen 
technique 
of this c! 
obtain } 


ie more thought, time, and expense 
than is at present given to it. It in- 
volves the development of an entirely 
new “‘habit’’ of selling—and habits, 
good or bad, are neither built up nor 
eradicated in a night. Undoubtedly, it 
is a question of better management. 


(From an address, ‘‘This Problem of 
Jistribution’’, given before the Insti- 
wette of Industrial Management.) 
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PICTURE-STATISTICS HELP 


MANAGEMENT TO MANAGE 
(Continued from page 13) 


They are measures of business effici- 

ency, for competitive conditions tend to 
qe up standards for the efficient use of 

capital, as well as for merchandizing 
and operating. Figure 5 indicates how 
these may be set out. 

Apart from these financial relation- 
ships and turnovers there are the usual 
measures of earnings and costs and ex- 
penses which are appleid to business 
operations. 


From a study of these indicators a 
competent executive, in collaboration 
with a modern accountant, can grasp 
the figure structure of his company and 
its trends. My object is mainly to show 
that the average executive can obtain 
more full guidance from accounting 
records than is generally realized. The 
accounting function must become dyn- 
amic; he must enable men in control to 
test the results of policies decided 
upon, to know not only absolute profits 
or losses but also their sources, so that 
effective action may be taken at once. 


An analytical system such as I have 
outlined has a useful part to play in 
modern industrial control. Whether it 
is conducted by accountant, statisti- 
cian or some other staff man, such as 
an industrial engineer acting as assist- 
ant to the chief executive, is imma- 
terial, provided proper statistical meth- 
ods are u and the objective is 
clearly understood. We cannot run 
a business with a slide rule and a chart, 
for what has been described in this 
short article is a mechanism of control 
to utilize company figures effectively, 
and is particularly useful in large 
undertakings. The objective is to pro- 
vide an interpretive service which will 
help the managing director to manage. 
Its advantage is that anyone can try 
it out and see whether it helps him to 
understand the construction of his 
business more clearly and to see its 
tendencies, its weaknesses and its 
strength. 

{The author of this article was, until 
recently, Sales Promotion Manager of 
Standard Telephones & Cables Ltd., and 
this article is based on a section of his 
address to the British Association for the 
Advancement of Science, given at York in 
September last under the title “The Ser- 
vice of Statistics to Management.’ In 
January this year Mr. Dent joined the 
economic staff of the Central Electricity 
Board.—Ed.]} 
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The new conditions in Commerce and 
Industry require men who have the 
knowledge to grasp present-day business 
problems and the ability to meet the new 
situation with more efficient methods 
and better organisation. The successful 
businesses of the new age will be those 
with the most efficient directors and 
executives, and that is why School of 
Accountancy students are forging ahead 
to-day to control appointments in all 
parts of the Empire. Success is sure 
for you if you will look ahead and 
equip yourself now for the new business 
opportunities. Here is a summary of 
one of many Progress Reports received 
recently from students of The School 
who have made their future secure 
by rising to the demands of to-day. 


VERNON was an Assistant Book-keeper at {130 a 
year when he enrolled with The School. Afler passing 
the I inte Examination of The Incorporated 
Secretaries’ Association, he ollained a position as 
Accountant to a small Copper Mining Company at £240 
per annum. When he passed the Final Examination, 

was appointed Secretary to a well-known group of mining 
and industrial companies at £750 a year. Age 27. 
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(Continued from page 34) 


months to run. The fire cover was 
therefore adjusted to come into force 
automatically the moment the old one 
expired, and we were given a 50 per 
cent allowance on the first premium of 
the fire section of the new policy. 


Cash savings are made in these two 
directions 


The same procedure was followed in 
connection with other risks. Thus the 
new ‘‘compact’’ system automatically 
covered every one of the risks as the 
old policies expired one by one. And 
there was no extra cost. 


Our new policies have now been in 
force nearly twelve months. By the 
end of the year’s run we expect to have 
saved money in premium payments and 
also through the saving of time. This 
alone makes the change worth while. 


But there is an additional advantage, 
equally important in a busy concern. 
We can see at a glance, any moment, 
exactly how our insurances stand and 
what they cost us. There is no time 
wasted in searching out isolated policies 
and making calculations. And, once 
again, there is no chance of any 
separate policy being overlooked and 
the cover lost through some quite 
accidental slip of memory on the part 
of a clerk or of one of the principals. 
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CAREFUL PREPARATION— 
THEN THE WAGE INCENTIVE 


(Continued from page 25) 


Work now is planned and routed to 
avoid back-tracking and other neces- 
sary travel, and to permit a steady flow 
to machinery departments and from 
them to the sub-assemblies and final 
erecting departments. 


Co-operation between the Engineer- 
ing and Production Departments re- 
sulted in designs that could be manu- 
factured easily with the new equip- 
ment, and eliminated many unneces- 
sary operations. It also enabled unit 
assemblies, which simplified final erec- 
tion. 


One of the outstanding accomplish- 
ments has been in the erection of cer- 
tain types of our large presses, which, 
under the new methods, takes less than 
one-third of the time formerly required, 
with a consequent reduction in costs. 


Machining Time Reduced 77% 


The contrast in time taken between 
the old method and the new method of 
machining large frames is almost unbe- 
lievable. The new method requires less 
than 23 per cent of former time, and 
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‘deal more thought, time, and expense 
than is at present given to it. It in- 
volves the development of an entirely 
new “‘habit’’ of selling—and habits, 
good or bad, are neither built up nor 
eradicated in a night. Undoubtedly, it 
is a question of better management. 


(From an address, ‘‘This Problem of 
istribution’’, given before the Insti- 
ite of Industrial Management.) 
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\. PICTURE-STATISTICS HELP 


MANAGEMENT TO MANAGE 
(Continued from page 13) 


They are measures of business effici- 
ency, for competitive conditions tend to 
set up standards for the efficient use of 
capital, as well as for merchandizing 
and operating. Figure 5 indicates how 
these may be set out. 


Apart from these financial relation- 
ships and turnovers there are the usual 
measures of earnings and costs and ex- 
penses which are appleid to business 
operations. 

From a study of these indicators a 
competent executive, in collaboration 
with a modern accountant, can grasp 
the figure structure of his company and 
its trends. My object is mainly to show 
that the average executive can obtain 
more full guidance from accounting 
records than is generally realized. The 
accounting function must become dyn- 
amic; he must enable men in control to 
test the results of policies decided 
upon, to know not only absolute profits 
or losses but also their sources, so that 
effective action may be taken at once. 


An analytical system such as I have 
outlined has a useful part to play in 
modern industrial control. Whether it 
is conducted by accountant, statisti- 
cian or some other staff man, such as 
an industrial engineer acting as assist- 
ant to the chief executive, is imma- 
terial, provided proper statistical meth- 
ods are used and the objective is 
clearly understood. We cannot run 
& business with a slide rule and a chart, 
for what has been described in this 
short article is a mechanism of control 
to utilize company figures effectively, 
and is particularly useful in large 
undertakings. The objective is to pro- 
vide an interpretive service which will 
help the managing director to manage. 
Its advantage is that anyone can try 
it out and see whether it helps him to 
understand the construction of his 
business more clearly and to see its 
tendencies, its weaknesses and its 


strength. 


[The author of this article was, until 
recently, Sales Promotion Manager of 
Standard Telephones & Cables Ltd., and 
this article is based on a section of his 
address to the British Association for the 
Advancement of Science, given at York in 

ber last under the title ‘“The Ser- 
vice of Statistics to Management.” In 
January this year Mr. Dent joined the 
economic staff of the Central Electricity 
Board.—Ed. } 
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Le The new conditions in Oni and 


a Industry require men who have the 


_ knowledge to grasp present-day business 
problems and the ability to meet the new 
situation with more efficient methods 
_and better organisation. The successful 
_ businesses of the new age will be those 
with the most efficient directors and 


executives, and that is why School of 


- Accountancy students are forging ahead 
-= to-day to control appointments in all 

parts of the Empire. Success is sure 
for you if you will look ahead and 

equip yourself now for the new business 
portunities. Here is a summary of 
ie of many Progress Reports received 
cently from students of The School 
ho have made their future secure 
7 mung to the demands of to-day. 


; was nn Assistant Book-kesper at 130 a 
when he enrolled with The School. After passing 
ediate Examination of The I acorporaled 
Association, he oblained a postiion as 
‘fo a small C topper Afi ining Company at {240 

When he passed the Pinal. ‘Examination, he 
pointed Secretary to a well-known group of mining 

Strial tompanies at {730 a year. Age 27. 
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expired, and we were given a 50 per 
cent allowance on the first premium of 
the fire section of the new policy. 


Cash savings are made in these two 
directions 


The same procedure was followed in 
connection with other risks. Thus the 
new “compact” system automatically 
covered every one of the risks as the 
old policies expired one by one. And 
there was no extra cost. 


Our new policies have now been in 
force nearly twelve months. By the 
end of the year’s run we expect to have 
saved money in premium payments and 
also through the saving of time. This 
alone makes the change worth while. 


But there is an additional advantage, 
equally important in a busy concern. 
We can see at a glance, any moment, 
exactly how our insurances stand and 
what they cost us. There is no. time 
wasted in searching out isolated policies 
and making calculations. And, once 
again, there is no chance of any 
separate policy being overlooked and 
the cover lost through some quite 
accidental slip of memo the 
of a clerk or of one of the principals. 






— Lae tcanemeeane 


CAREFUL PREPARATION— 
THEN THE WAGE INCENTIVE 
(Continued from page 25) 


Work now is planned and routed to 
avoid back-tracking and other neces- 
sary travel, and to permit a steady flow 
to machinery departments and from 
them to the sub-assemblies and final 
erecting departments. 


Co-operation between the Engineer- 
ing and Production Departments re- 
sulted in designs that could be manu- 
factured easily with the new equip- 
ment, and eliminated many unneces- 
sary operations, It also enabled unit 
assemblies, which simplified final erec- 
tion. 

One of the outstanding accomplish- 
ments has been in the erection of cer- 
tain types of our large presses, which, 
under the new methods, takes less than 
one-third of the time formerly required, 
with a consequent reduction in costs. 


Machining Time Reduced 77%- 


The contrast in time taken between i J 


the old method and the new method oi 
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TINGEY & Co. | 


OSCAR LEGG 








Proprietor ? 






Engineers 











17/22, Goswell eves ce 
Goswell Rd., Londo: 
Tel. No; CL ERKENWEL: Lal 



























half the cost of bloting 
Send for samples of ~ 








SERYIC 

















The unique green blotting with 
a big price saving 
174 x 223 
+ Ream 6/6, 4 Ream 12/-, 1 Ream a3) 
Carriage Paid 

















perations on our new machines, four 


different types and makes of milling | 


cutter were tried out, power readings 
were taken of the motors, and the 
: cutters which met our requirements 
were selected as standard. Proper 
. speeds, combinations of feeds and 
‘depth of cuts were determined. All 
the equipment necessary for the setting 
and holding of the frames to the mach- 
ane table was developed, supplied and 
Standardized. Each operation was 
_ planned carefully and production blue- 
-prints were made with full instructions 
_ for each detailed operation, thus adopt- 
ing a standard practice for this type of 
work. 
E: Another standard practice adopted 
was the method of manufacturing vari- 
¿ous bracket bearings and pillow blocks 
, which are used on every printing press. 
.-Changes were made in detailed design, 
‘simplifying the moulding and eliminat- 
ing cores for casting. Surface areas 
which required machining were re- 
duced and, in some cases, extra opera- 
_ tions were eliminated, Standard ad- 
justable fixtures and jigs covering cer- 
tain ranges of size and variety were 
made for milling, drilling and boring. 
‘hese fixtures were fool-proof, in that 
hey provided correct setting of the 
art, gauging tolerances and means for 
setting the cutters. Suitable mulling 
‘cutters were purchased and special 
. boring bars and tools were made stand- 
> ard. Set-up times were reduced, the 
full advantages of our new modern 
= machinery were realized and the time 
-Snow taken is 41 per cent of that for- 
-merly required. 
=: hese bearing brackets, pillow blocks, 
-i eten are now interchangeable, assur- 
iing commercial duplication. This aids 
“greatly in assembling and erecting 
‘operations, by eliminating the old 
methods of laying out holes, locating 
and hand drilling in place, which was 
ther necessary. 








_New Plant gives negligible results 
ee without new methods 





otis interesting to note that the time 
required to manufacture these parts 
on the new machines before the new 
“methods. and tooling were put into 
effect was only approximately 14 per 
cent less than the time taken on the 
discarded machinery. This 14 per cent 
represents only 34 per cent of the total 
“time reduction accomplished after the 
new methods and tooling were adopted. 


Because of the large variety of 
articles manufactured in limited quan- 
tities by Hoe, it was a real problem 
>to determine the amount of expense or 























For definite proof that ROTAPRINT will save l 
money, tell us your printing problem. Then ha 


demonstration—without obligation, of course--and 
for yourself how it is solved. 


Write or ‘Phone, to-day m- 


Kaye’s ROTAPRINT Agency, Ltd. 
Cecil House, 57a, (Holborn Viaduct, London, EC .4 


Central 1300 (3 lines) 


Also at: BIRMINGHAM, BRISTOL, CARDIFF, GLASGOW, LEAS» 
MANCHESTER and NEWCASTLE-~ON-TYNE 











HOTOGRAPHICALLY 
CONVINCE YOUR 
CLIENTELE 


EHective, Economical, Valued. Ne half tone 
break-up. 

Showcards, Call and Post Cards — Catas 

logue use — Cut-outs =- Calendars ~ 

Lilywhite exclusive Photo Book Match — 

Lilywhite patent Wall Calendars, new 

1934. 


b paleana. 
TISFA 


4 : 


Alake every parce 
ae 


We offer you 

the besi ser- 

vice at lowest 
costs. 





ire. 


E also 40 FLEET STREET, E.C.« | 
OOOO Phone 6103 Central | 


THE ONE PERFECT DUPLICATOR 


BRITISH ‘from first bolt 


to last nut.” 





Send for a free copy 
of this booklet — it 





PERFECT DUPLICATING 


The 1933 Gestetner” 


TWELVE REASONS WHY- 


The simplest machine existent—four 
levers control everything. 


Dust and rust-proof. 


An improved self-adjusting push-feed 
automatically adjusts its grip to thick or 
thin papers and gives more accurate 
registration than any other Duplicator. 


Perfect alignment of ink distribution 
rollers ensures even ‘printing over the 
whole sheet. 


Controlled impression roller prevents 
waste. No contact until paper rests 
between it and stencil. 


Operates at variable speeds 
all types of reproductions. 


to suit 


Perfect printing surface of new inde- 
structible cylinders guaranteed during 
life of machine. 


Motor of Electric model runs on D.C. 
or A.C. current from 100-250 volts"and 
motor hum eliminated. 


A concealed self-acting jclutch engages 
automatically by one movement of 
printing lever. 


Stops when required number printed.\ 





Guaranteed for five years. 


TEST IT IN YOUR OWN OFFICE 


D. GESTETNER LTD. 
37, LUDGATE HILL, E.C.4 
and Branches. 
Telephone: Holborn 0! 42. 





The POSTER STAMP. tas proves 
tst in MODERN ADVERTISING 


. . it is noticed, considered and remembered. 
Its advertising value is both immediate and 
lasting. Affixed to letters, it has the life of the 
letter and cannot escape attention. 


TALK TO YOUR PRINTER 
about a Poster Stamp Campaign. Specify 


SAMUEL JONES’ 


NONCURLING GUMMED PAPER 
It's the paper that makes the difference. 


SAMUEL JONES 
& Co., Led. 
Bridewell Place 


will interest you. DON, E.C.4 
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Many similar occurrences such as © 
those cited in the foregoing paragraphs | 
have emphasized the advantages and 
necessity of proper ‘‘preparations’’. Of 
what avail would time-study data and 
a wage-incentive plan have been with- 
out the development and use of 
methods and suitable equipment and 
the standardization of same? i 


@o——_ — 
HOW f 
STATISTICAL RESEARCH 


AIDS OUR SALES POLICY 
(Continued from page 18) 


—_ 





a competing line at a lower price. We 
have complete records of all lines intro- 
duced by our important competitors, 
and we endeavour to assess the sale of 
their main introductions. 


At the meeting of sales executives 
which we call the Marketing Group, we 
try to decide on the most suitable ‘ 
selling methods for the various sections 
and lines which seem to require special 
attention. In one line the appearance 
may be below our standard; a date is 
fixed on which the improved appear- 
ance is to operate, and after the change 
we check up the effect on sales. In 
another line the recipe may require 
improvement. Stock records are re- 
ferred to, and again it is decided to fix 
a suitable date on which the recipe shall 
be changed. Whenever costs permit, 
we always reduce the selling price of the 
line concerned. The results of early 
reductions justified this policy, and 
every fresh reduction has widened the 
market for chocolate and has been the 
mainspring of successful selling cam- 
paigns. 

In other cases we may decide that 
advertising and general sales pressure 
through extra travellers’ commission, 
display material and so forth is 
required. Often at this stage consumer 
research will be required to decide upon 
the most effective line of copy and to 
whom our appeals ought to be directed. 
In brief, the problem with which we are 
faced as a result of the e i of 
our total sales from week to week is ù 
decide how best we should direct that 
fluid attack upon the market which we 
possess by means of the wide range of 
sales promotion weapons which are 
always at our disposal. 


Sometimes we may need to recon- 
noitre the hidden country which we 
must attack. In other cases a change 
of forces is required. Sometimes we 
may decide that a certain front is only 
worth holding lightly and that it would 
pay us to concentrate our attack more 
upon a new front where there are great 
opportunities for advance. Our job is 
to get the maximum return from the 
selling budget at our disposal. 








NOTE 


This article will be continued in next month's 
BUSINESS when the author will describe how 
Cadbury’s make use of special area reports 








\ (Continued from page 35) 
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| All our inquiries show that the 


introduction of the five-day week 
demands the most careful study and 
|e on the part of the manage- 
ment. Arrangements must be made to 
alter all working schedules accord- 
ingly; to have all materials and spare 
parts ready for use half a day earlier 
y than formerly; to have stocks ready to 
‘deal with rush orders on Saturday 
_ Morning; to prevent deliveries of raw 
materials on that day; and to organize 
for the clerical work to be done with 
the minimum of staff on Saturday 
morning. But where the actual num- 
ber of hours of work is not reduced, 
i there is no necessity for delay in 
deliveries, apart from exceptional 
cases. 


So far only one firm in this country 
\has had the courage to institute the 
_ five-day week of 40 hours without 
‘reducing wages. Messrs. Mander 
Bros., the paint and varnish manu- 
facturers, did so four months ago. 
Mr. Geoffrey Mander, the chairman, 
has explained that special circum- 
stances made it possible. The concern 
_is being reorganized on more scientific 

lines involving the use of the most 
up-to-date labour-saving machinery. 
There were therefore two alternatives 
open to the Board. They could 
operate their modern plant with a 
smaller staff or they could reduce the 
working hours of the present staff and 
avoid dismissals. They have very 
courageously chosen the latter course. 
The machine is to save the additional 
amount spent per hour in wages. 


Incidentally; a system of piece rates 
is to be introduced with guaranteed 
minimum basic rates. The concern 
has undertaken that for a period of six 
months no discharge shall take place 
as a fesult of the introduction of the 
new system, the displaced workers 
being absorbed into other depart- 
ments, 


It is too early yet to give any results 
of this bold departure. We hope to 
record these in due course. They 
should be of first-rate interest to every 
manager who is concerned to employ 
the maximum number of people com- 
patible with efficiency. 


Meantime the possibility of replac- 
ing the six-day week by the five-day 
week without reducing hours is well 
worth studying. Where hours are not 
reduced, it seems clear that the advan- 
tages in certain types of factory work 
may outweigh the disadvantages. 


Should any of our readers decide to 
adopt such a policy, we should be 
interested to hear from them about 
their experience. 
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FIRST IN QUALITY 


FIRST IN EFFICIENCY 
—A Milners’? Steel Cabinet 


is everlasting 

















All Steel Office Cabinets look much alike, but 
there is a great difference in quality and work- 
manship. A Milners’ Cabinet sets a standard of 
quality which has never been surpassed. It 
operates smoothly and never jams. It is the 
product of experts. 


If you want everlasting wear from your office 
furniture as well as assured protection against 
fire, dirt and moisture, install 
Milners’. It is the certain 
choice of all who are interested 
in the most efficient office 
equipment — it has behind it 
the world-wide quality and 
reputation of Milners’ Safes. 


The wide range of MILNERS’ STEEL products 
includes FILING CABINETS, CUPBOARDS, 
LOCKERS, DESKS, FIXED and ADJUSTABLE 
SHELVING, STORAGE BINS, etc. Designs 


can be modified to your requirements LE Send now for 
and you will find the prices Illustrated 
Catalogue B 


giving Complete 
specification 
and prices. 


are strictly competitive in 
spite of the superior 
quality. 


MILNERS’ 


SAFE COMPANY, LTD. 
12-13, NEWGATE STREET, LONDON, ECI 
Telephone: City 1195-1196 


l And at Liverpool, Manchester, Leeds, Birmingham, Glasgow, Dublin 









Control and check time 
with a “NATIONAL” Master 
Electric Clock & Time Recorder 


Manufacturers of TIME STAMPS, 
RADIAL, AUTOGRAPH & COSTING 
RECORDERS, also ELECTRIC DIALS 


British Manufacturers and Patentees 


NATIONAL TIME RECORDER Co. Lid. 
227-228 Blackfriars Road - - S.E.1 


Telephone: Hop. 6641-2. Telegraphic : Natrecord, London 
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THERE CAN BE NO VISION— 
WITHOUT VISIBILITY ! 


NO MANAGEMENT— 
WITHOUT INFORMATION ! 


NO PROGRESS— 
WITHOUT DIRECTION! 


LD€ 


VISIBLE CARD AND SINGLE LINE RECORDING *EQUIP- 

MENTS provide that perfect visibility—instant information 

and clearness of direction—that is necessary in any business 

coneéern to-day—large or small—before PROGRESS can be 
made—or logically expected 












THE PRODUCT OF 


BRITISH 


WORKMANSHIP 
AND 


CAPITAL 





“SELDEX"’ Equipment has been 
installed by the most successful 
business houses in the country for 
the following important records :— 


SALES PRODUCTION 

PURCHASES WORKS PROGRESS You are invited to send for 
STORES HIRE PURCHASE complete illustrated lists 
STOCK INSURANCE 

COSTING ETG. ETC, 


SOLE PATENTEES AND MANUFACTURERS 


INFALLIBLE CARD SELECTING CO., LTD. 


HALFORD BUILDING, 249 CORPORATION STREET, BIRMINGHAM 
PHONE: ASTON CROSS 0627 


HAZELWELL LANE, STIRCHLEY, 


ESCAPE! 


Escape from the villain ‘‘Want’’ is 
man's greatest thrill—and here is a 
great story of gaining control over 
circumstances, of mastering fate in- 
stead of being overcome by_ it. 
Although it is as fascinating as a 
novel, it is brimful of thought-pro- 
voking facts for business men who 


WORKS: BIRMINGHAM 


Life’s Greatest 
Thrill 


are concerned with any of the many 
ways of distributing goods. 

Here is a new understanding of 
how we live and why we live as we do: 
a book that analyses the economic 
world of to-day, codifies its operating 
laws, and projects them into to- 
morrow’s inevitable developments. 


“This Economic World” 


How it may be Improved 


Business, Advertising and Selling. 


Post Free Address your order : 


SHAW PUBLISHING Co., Ltd. (Dept. M.33), 6, Carmelite St., E.C.4 


Written with vivid portrayal by one of the world's foremost 
economists, this book gives a fresh insight into economic 
aspects which make an imperative call upon all engaged in 
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The TREND of Trade 
for March ; 


(Continued from page 15) 


motor transport. Industrial companies are { 


showing almost uniformly lower profits. ; 


But all this was to be expected by 
who watched the trend of figures durin 


the year. Now the trend has turned in 
the opposite direction. During 1933 all — 
indications are that turnover and profits , 
will begin to creep up again. y 


Improvement in 
Balance of Trade 


N° figure can afford more definite proof 
of the improvement of British business 
in the year 1932 than the official analysis 
of the country’s balance of payments 
which has just been issued. 


Britain’s adverse balance has been cut f 
nearly in half in one year, from a debit 
of £104,000,000 in 1931 to a debit of 
£59,000,000 in 1932. In fact, our visible , 
export debit was actually wiped out in 
1932. It was only because of our decreased ; 
income from overseas investments and our 
failure to collect inter-governmental debt 
payments that we showed any debit bal- 
ance at all. 


With the January figures before us, 
showing a still further decrease of 
{6,000,000 in imports in the first month 
of this year, it seems quite probable that 
1933 will see the final elimination of our 
adverse trade balance. 1932's debit of 
£59,000,000 ought to be turned into a 
small 1933 credit. 


A further sign of our definite improve- 
ment in 1932 is the fact that Great Britain 
has again become the largest international 
trader of all countries. We imported more 
in 1932 than any other one country. We 
exported more. And Great Britain suffered 
a smaller proportion of decrease in her ex- 
ports than any other country. 


1l 


£20 millions a month more 
for Home Purchases 


Nes the two reasons why we believe 
that the improvement in British busi- 
ness conditions will continue its gradual 
course are these: 


First, inasmuch as our budget fS bal- 
anced, there is no inflation going on; our 
prices are at last competitive with world 
prices; we have plenty of capital avail- 
able, and money is easy—the consequences 
must be that the {20,000,000 worth a 
month less goods on balance which we are 
importing must eventually be replaced by 
increased internal production of the same 
volume of goods for consumption at home. 
It is simply a matter of business readjust- 
ment. This readjustment cannot take 
place in a month or two, or even in a 
year. But British manufacturers will even- 
tually get the benefit of this {20,000,000 
a month purchasing power which used to 
go abroad. 


Secondly, the beneficial effect of the 
Ottawa Conference on our exports to the 
Dominions has not yet manifested itself, 
also because there has not been time for 
the necessary adjustments to be made. 
The Dominions and Colonies are going to 
buy less foreign manufactured goods and 
more British manufactured goods. They 
are going to send us more of their raw mat- 
erials and goods, and we are going to im- 
port less of these from foreign sources; and 
in return they are going to be in a position 
to take more of our goods. 


\ 


Foreign Conditions 
are Still Patchy 


he leading industrial nations are in a 
less favourable situation than they 
were a month ago—America, France, Ger- 
many, Japan; and even the South Ameri- 
countries have not shown the improve- 

ent anticipated. 


‘France is still in the throes of readjust- 
\ ment. Her trading and financial situation 
has not improved. Her balance of trade 
must be adjusted; she must still balance 
„her budget; she must bring her internal 
prices and cost of production into line with 
world competition. Her railways are los- 
ing nearly {100,000 a day. Her steel pro- 
. duction is the lowest in eight years. Her 
shipping companies are existing on govern- 
ment support Her imports and exports 
, are seriously declining. The government 
` 1g going to take more money in taxes from 
her citizens and leave them less to spend. 


German political developments are in’a 
hair way to undoing all the industrial-and 
financial improvement that transpired in 
ithe latter part of 1932. So-lofig as Ger- 
i Many concentrates on-eztotional national- 
ism and political rivalries she cannot en- 

ance he«-Sifificial stability nor her trade 

mation. s 


'pan’s military adventures, whatever 

‘they bring the nation in the far 

i ‘, must at the moment have an ad- 

i Viz weaffect on her financial position, on 

her éxperts and on the volume of imports 
i that she can absorb. 


The South American countries are still, 
with only two exceptions, not advancing 
in stabilty 
America is going through another one of 
| ber ‘‘money crises’. Her financial and 
trading situation has ebbed back nearly 
to the lowest point of 1932 again. 


Politics are 
Menacing Business 


|‘ is significant that in all these coun- 

tries it is not so much a weak business 
situation as sheer politics and political 
manceuvring that are causing the continu- 
ance of our troubles The French budget 
could have been balanced months ago if 
the parties hadn’t played politics. The 
beginnings of stabilization and improve- 
ment which we saw in Germany nearly a 
year ago would have continued had 
not political warfare interfered. Japan's 
actions to-day ring from pohtical 
motives. It is io be questioned whether 
the latest American banking crisis would 
have arisen if Congressmen, in their play- 
ing of politics, had not forced the Recon- 
struction Corporation to make public the 
recipients of its loans and support’ a 
suicidal course which has only in the last 
few days been rescinded 


Business, 1£ left to itself, could and 
would have recovered more quickly. 
Government intervention, arhficial support 
and quack remedies only delays sound 
recovery. 


Here, then, is 
Britain’s Position 

he business outlook this month, there- 

fore, arranges itself lıke this.— 

Britain’s home market is developing 
and is capable of still further development 
for manufacturers, for wholesalers and 
for retailers. Internal turnover should 
expand. 

Trad: with the Empire, both Domin- 
ions and Colonies, should expand. Some 


DICTOGRAPH 
—- INTERNAL — 


TELEPHONES 


enable you, by just a flick of a key, 


Get through to any depart- 
mental member of your 

I organization, instantly, 
without turning a dial, 
calling Exchange, holding 
an earpiece or speaking 
into an unsanitary mouth- 
piece. 


Talk naturally to him, 
without raising your voice 
? and without moving from 
your seat or even from 
your usual attitude. 


Hold a conference between 
several of your depart- 
mental ‘‘heads’’ without 
anyone leaving his depart- 
ment ‘‘leaderless’’ 


3 


BRANCHES 


London 
Manchester 
Birmingham 
Glasgow 
Dublin 








Hear their replies alow 
through a loudspeaker a 
distinctly as if they wer 
standing at your side. | 
you wish your replies t 
be for your own ear only 
an earpiece is provided. 


Retain both your hand 
free to write or hok 
papers whilst you talk, o 
even walk about the roon 
or dictate your letters 


Secure in a polite manne 
a right of way over othe 
conversations betwee 
your departments, 


BRANC 


Belfast 
Leeds 

Bristol 
Newca: 
Cork, e 


Can you afford to be without such conveniences 


in your business? 
find out. 


It will cost you nothing to 
We give free demonstrations in your 


own premises without charge or obligation. 


DICTOGRAPH TELEPHONES 1 
Aurelia Road, Croydon 
Telephone : Thornton Heath 2240 (2 lines) 





RECKONERS 


I FOR'EVERY TRADE AND PURPOSE 
117 Books Published 


“IDEAL” RECKONER 


every penny up to £3 and over 200 
ges of Discount, Interest, Profit, 
on and Cwt Tables With 56 

valuable tables (indexed for quick 

Meet reference) Multiplication Table to 

472 x 100 Ibs in cwts and tons: 


Prices per 100 and per gross two 





discounts in Succession instalment, 
a +” Sinking Fund and Depreciation 
Tables: Metric and British Equivalents, etc 


At all Booksallers 6/-, by post 6/4 


GALL & INGLIS, HESAN, 
12, Newington Road, Edinburgh, and 
13, Henrietta Street, London, W.C.2 





"Crapo" Galvanuist 
or orchards, roads, fa 

courts In various heights from 3: 
10/8 per 26 yd. roll, without posts, 14 ga 
and meshes on application Send for Lı 
PARKER, WINDER & ACHURCH, Ltd, Fen 
B RMINGHAM1 LONDON: 4, Gi Ma 
MANCHESTER, LEICESTERS 


EMPIRE ‘ink FI 


ANIZATION 


æ responsibilities 
defined ? 


it flexible ? 
ee from red tape ? 
'ell balanced ? 


ONCENTRATED ON NET 
PROFITS ? 


gs explain how we train your 
v staff to get these results 


LLAGE GLARK 


and Company 
‘ing Management’ Engineers 
ts In Leading Industries In 10 Counctres) 


clearly 


European Headquarters: 


PARIS: 
Victor Emmanuel Ill 


NEW YORK: 
Graybar Bullding 





sa? | 


N PAY DAY 


NESS houses are eliminating un- 
want wage disputes by emplo 
.NCASTER’S NEW PAY 
'TS—+the really efficient pay envelope. 
s can check their money—even 
heir notes, without extraction and 
tearing the wallet. 

of a mis-count, es can pot nadie 
without opening ; 

y secure and a Jae of wa 
ade up and sent any distance with- 


NCASTER pay wallets are with 
speedier than the ordinary trans- 


nvelope because notes need not 


Free sample Wallets 
and Prices on request. 
ASTER BROS. & CO. 


Bag and Envelope Specialists 
Shadwell Street 


Birmingham 4 





DISPUTES 


Lnhnere 18 a cnance Ior More waace anu 
closer trade with the Scandinavian coun- 
tries and Holland and Belgium. 


Every effort should be made to main- 
tain our present trade and to keep our 
connections with Germany, France, Italy 
and the Balkans; with the Far East and 
with South America But these countries 
are not in a position to increase the volume 
of goods they have taken from us. We 
shall have all we can do to prevent a 
serious falling of 


Unemployment should come down grad- 
ually as our internal production and our 
home trade increases, as our Empire ex- 
ports increase and our foreign exports 
maintain themselves 


Great Britain has a balanced budget, 
she has brought the actual value of her 
currency into line with its nominal value; 
improved her balance of trade; reduced her 
cost of production; met all her obligations; 
placed no impediment or embargo on pay- 
ment of governmental or private interest 
and debts, taken definite steps to adjust 
her output to consumption No other coun- 
try in the world has as yet made all these 
adjustments which are necessary for an 
upturn in business. That is why British 
business conditions are better to-day than 
in any other part of the world. 


@——__—__ 


EXHIBITION OF BUSINESS 
EQUIPMENT AND SERVICES 


(Continued from page 29) 


this list with a view to discovering those 
items which will save money and in- 
crease the efficiency of his own con- 
cern. For example— 

On page 40 of this issue Gestetner 
announce a duplicating machine which 
1s the embodiment of all the latest re- 
search which this firm has for many 
years carried out with the aim of pro- 
ducing a still more efficient machine. 
The announcement plainly gives twelve 
reasons why this latest duplicator 
should claim the attention of the busi- 
ness man whose needs include any kind 
of office-printed material. 


One ot the most costly items in the 
average office is the stationery, particu- 
larly so for firms which carry out much 
circwarizing. Stationery for this pur- 
pose needs to be of the best possible 
quality for the keenest possible price. 
As with everything else in the com- 
mercial world, the buyer who seeks this 
combination of qualities naturally goes 
to the specialist rather than to the 
general frm. F. C. Thacker is an en- 
velope specialist. Buyers of printed 
paper rate envelopes will therefore be 
interested in the announcement on the 
back cover page. 


To most businesses which do any 
advertising, the Crichton Studios are 
well known. There are many concerns, 
however, not regular advertisers, but 


GUWIN, I GEG 


ARLAC FOUR 


Portable Rotary Duplicator 


PATO EGIL wi Gls 





A compound machine, sturdily built on 

simple lines, no complicated mechanism 

to go out of order. Giving satisfaction 
In every respect 


Retail price £10: 10:0 
Which Includes a complete supply of the famous 


ARLAC DURCDERMA 
Dry Indestructible Stencils 


for.long runs and clear anu sharp coples, and 


ARLAC DUPLICATOR INKS 


brillant in colour, quick drylng ; never fadins 


Pee ee 
Two-Colour Work in one Opera 
al li E Al ect ee DSS 
For Particulars write: 

C. F. BRAUER 


(ARLAC SUPPLY SERVICE) 


5, Ave Marla Lane LONDON, E.C.4 
Ludgate Hill Telephone: CITY 3867 


LG Smithe Goron 
Typewriters Lte 


Announce that they have 
taken over the business of 


J. C. BURNHAM & CC 
(GREAT BRITAIN) LTI 











Including the Agency for the 
MARCHANT 
CALCULATING 
MACHINES 


All users can rely upon a continuance of t 
attention and efficient service rendered Int 
past by Messrs. J.C. BURNHAM & CO., LT 


All future communications 
Should be addressed to 


L C Smith & Coron 
Typewriters Ltd 


Marchant Division 


Melbourne House, Aldwych, W.C 
Telephone: Temple Bar 2531 


hich periodically require ideas, draw- 
gs, booklets, show-cards, and so on. 
uch firms would do well to keep for 
reference the broadsheet mentioned in 
richton’ i announcement on page 33. 


Blotting paper is not often mentioned 
the office manager as a menacing 
item in the stationery budget. But 
because it is of such humble status 
in the office family nobody imag- 
ines that any saving can be made 
through discrimination in its pur- 
chase. This, however, would appear 
to be a delusion. Blotting paper, like 
everything else, can be economical to 
buy or it can be disproportionately 
dear. The stationery buyer can save 
money or waste it just the same in buy- 
ing blotting paper as in buying any 
Bros. kind of equipment. Lancaster 
ros., on page 38, offer samples of 
blotting of a quality and at a price 
which, they anti aed halve your usual 
4 of this item 
> © 
`\ Many times in Business we have 
stressed the value of a good letter- 
heading. A good heading does not 
necessarily mean an expensive one, but 
it does mean a design produced from 
a knowledge of what business potential- 
ities can be introduced into a letter- 
heading. J. & H. Bell, Ltd., announce 
Ga pace Ge tia they apelo tn tis 
service for modern business. 
© 

Here is a notice which will interest 
office equipment buyers: L. C. Smith & 
Corona Typewriters, Ltd., announce on 
page 16 that they have taken over the 
business of J. C. Burnham & Co. (Gt. 
Britain), Ltd., including the agency for 
The Marchant Calculating Machines. 
All users and prospective users are 
assured of a continuance of the atten- 
tion and efficient service rendered in 
the past by J. C. Burnham & Co., Ltd. 
All future communications should be 
addressed to L. C. Smith & Corona 
Typewriters, Ltd., Marchant Division, 
Melbourne House, Aldwych, W.C.z. 


@ 

Greater speed and efficiency is intro- 
duced into the pay office by a new and 
quite ‘‘different’’ type of wage envel- 
ope. These envelopes are not only 
quicker and easier to fill by the pay 
clerk but they offer a very great advan- 
tage of enabling the recipient to check 
his money—both notes and cash—«ath- 
out breaking the seal of the envelope. 
Thus, if there is any error, or suggested 
error, in the amount, there need be 
absolutely no argument between the 
office and the payee, as the amount can 
be readily checked while siill sealed. 
These envelopes are advertised by Lan- 
caster Pon: & Co., on page 44. 


Plen ret pent resilient packing 
| ma can manufactured on the 
spot from aed office waste paper. 
| Apart from the obvious advantage of 

thus having a free supply of packing, 
i the method of providing it ensures the 
ana destruction, beyond recogni- 
tion, of any confidential papers or re- 
cord books. The machine to do this is 
(Continued on page 48) 





PLEASING TO THE EYE! 
PAYING TO THE PURSE! 








« Beauty and Economy” are Twin 
Ststers when your Box orders are 
entrusted to the 94 year old firm 
of Robinsons of Chesterfield who ° 
bave made 
“MORE BEAUTY IN BOXES” 
their slogan for 1933. 


A fine staff of Designers, assisted 

by Members of the Royal Academy 

are busy at work translating 
this tdeal into practice. 

It will pay you to consult us about 

the packing of your new line. 





ROBINSON & SONS, Ltd. 


Producers of High Class 
Cartons and Boxes 


CHESTERFIELD & LONDON 


HOW TO TEACH BUSINESS CORRESPONDENCE 


A book brimful of ideas and methods that have secured for many teachers, directors 
and chief ents effective results in training people in the 

efficient Business Correspondence. It aims to show ‘‘how’ 
‘what’ to do, so making it equally valuable to the student or junior sarrespondaat 
desirous of attaining perfection in the art of letter writing, 


A ee ee coat a wae The logy of Effective Letter 
in Writing, R the Reader, Personality 


Used with demon Pas e in 


Information Tests, a 
Examinations, 

Make sure of getting your copy | 
of this unique book by posting . Adio ahi sce a A 
this coupon NOW. . 


1. a nO Oe a hi i Bo aa 
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Cia TE 1C. "Ex 


Showrooms : 








Fi a l 
7 
| 


AE 





diia 
` Send for full tHustrated lists 


of Office Furniture of every 
dascription. 


4ft. x 2it 3 ins. 


ANo Sees various other site9—pricct On 
ton. ree 





Pedestal Desk 


B.51 This Desk has been specially designed to 
meet the demand for an efficient and effect- 
ive office desk at a reasonable low figure 








£3.17 .6 


plica- 
sncludes London fres dehvsry ' 


orders carriage forward Packucg free, 





TIO, 
Telephone’ 


+ 


IF YOU ARE À 
INTERESTED— 


in keeping Accounts and 
Records efficiently and 
economically— 


take advantage of this special offer of 
A ROBIN LOOSELEAF BOOK 


on seyen days’ approval 


“Robin” Binder 581B bound full maroon buck- 
ram, 200 leaves Sin. by Bin. ruled for stock 
record, folnt, cash or double ledger 9/6 
and A-Z index += « - =- post free 


As ased by hundreds of well-known firms 


Illustrated Catalogue of 

Looseleaf Books, Letter 

Files, Folders, Punches and 

Office Equipment poet free 
on request. 


J-W. RUDDOCK & SONS 


LINCOLN 
and at 3 Old Jewry, E.C.2 


BELCHEM & CO. 


OLD STREET, LONDON E.C.1 


Clerkenwell 4041. 


PITMAN’S 


INDUSTRIAL 
PSYCHOLOGY 
IN PRACTICE 


eal E A Ind sstrial EMOR Ehi 
George H. Director, National 
Institute of Industrial gy. 
An illuminating book for modern 
executives, showing how improve- 
rates in sock oe 
m v tions. 
A ractical a les 
drawn from all branches of indus- 
try. 250 pp, 7/6 net. 


BUSINESS says; Fil hon of 
methods which can be i and boned to 
businesses of all hands” 

SIR JOSIAH STAM? says: “I am 
ordering a number of copizs for wry Officers.” 
Order from a beokeeller or— 
PITMAN’S, PARKEER STREET, 
KINGSWAY W.O2 





These Services Are FREE 


SUBSCRIBERS are entitled to free 
information concerning Products, Ap- 
pliances oc Services. 


ADVERTISERS who do not employ an 


agent (which we recommend them to 
do) are entitled to free Copy Service. 


Particulars for the asking from 


SERVICE Dept.. BUSINESS 
6 Carmelite 5t., E.C.4 





BUSINESS for MARCH, 1933 


Business 
Books 


Talents and Temperaments, by Angus 





Macrae (Contemporary Library of Psy-. 


chology, 58.). -> ( 


One of the most urgent social problem 
of the day is that of making the most of 
human abilities so as to secure the greatest 
happiness of the individuals which com- 
pose it. It is only in recent years that any 
scientific attempt has been made to dis- 
cover the particular talents which make for 
success in different walks of life, and the 
temperamental qualities which help or 
hinder the use that is made of them. 


In this book, Individual, or, as it is 
sometimes called, ‘‘Differential’’, 
chology is presented as the key to 
solution of the problem. 


The writer makes no claim that his 
Vocational Guidance is infallible, or tha 
the tests devised by psychologists are 
instruments of absolute precision for fhe 
discovery of talents, but he shows the’ real 
use of applhed psychology in helping the 
individual to choose a career in which he 
is most likely to achieve success, or how 
to adapt himself so as to make his present 
career a greater success. : 


Le 


Private psig Sa Their Management, 
and ae bligations, by Herbert W.” 
Jordan and 

A manual for directors and secretaries of 


private companies. § 
Hosiery Cost Accounts, by Stephen F. 


Russell (Pitmans, ros. Gd.). 

A practical handbook dealing with pur- 
chasing control, wages, organization, pro- 
ductive materials, loss on imperfects, 
periodical transfers and assembling final 
costs. Plenty of illustrations of actual 
forms used in the various systems. 


The Poster Advertising Year Book, 1933 
(British Poster Advertising Association) 

Among the contributors to the 1933 
Year Book are Lord Glenconner, Mr. 
McKnight Kauffer, Major A. A. Longden, 
Art Expert at the Department of Overseas 
Trade, Miss Winifred Guy, who recently 
made a 45,000 miles’ tour round the world 
exhibiting British ers, and Mr. C. W. 
Gardner, the President of the Association. 

In addition to an editorial section cover- 
ing all the aspects of poster work for the 
year, it contains a directory giving the 
names of recognized Poster Advertising 
Contractors throughout the country. 


Even Better Selling, compiled for the 
oop dei Sales Managers’ Association 
by ld Whitehead and Staff (Incor- 

rated Sales Managers’ Association, rot, 

reat Russell Street, W.C.1, 28.). 

Working in conjunction with a com- 
mittee of sales managers, Harold White- 
head and Staff have produced an exceed- 
ingly readable and toal manual on sellin 
at Trade Fairs and Exhibitions. ing 
with a cha on the purposes of trade 
fairs and itions and the opportunities 
they offer and how to capitalize them, the 
remaining six chapters cover the: whole 
subject thoroughly, dealing with such 
matters as the fundamental requirements 
of exhibition selling, the personal charac- 
teristics and appearance of the salesman, 


tanley Barrie (Jordans, 53.)./ 


”~ 


‘SOLVE ONE 
OF YOUR OFFICE 
ROUBLES—NOW ! 






By using the Improved 
7 British “Stor” Fire-resist- 
PAM) ing STEEL CABINET. 
Documents, Cash, 
safely kept. 


IBEAL FER YOUR NERE STUDY Tea 


Size 30 Ins. high by 15 ins 
wide by il ins. deep Two 
shalves, 6-Lever “BRITISH 
@ YALE” Lock,two keysand 
¿1 romium plated handie 


IMPROVED MODEL 3 ft 
high by 18 ins wide by 
I2ins. deep, mace from 
heavy gauge Stee! - 30/. 


All Cabinets are finished 
STOVED ENAMELLED. 
OLIVE GREEN, DARK 
OAK, MAHOGANY, 
Hundreds already sold 
and many repeat orders. 
Send cash with order, or 
write for special leaflet of 
other models includin 


etc, 


` 25/- 


Carriage and Packing Free 


for all lines. 
[MMEDIATE DELIVERY tel Desks from £4 4 
i FROM STOCK an e new letter box 
i wasto paper container. 
Manufacturers : 


OWEN & RANDALL (DEPT. B) 
MAIDENHEAD g s BERKS 


REAL 


PAOTOS 
BY 





3 
“8 
é 


9 
“3 


Mass f% 
PRODUCTION 


Do you know ? 


—that by our Mass Production 
Methods we can supply you with 
250 Real Photo Postcards for20/- 
This price includes reproducing 
from any Photo, Drawing or 
Sketch, and includes lettering. 
Send a postcard for samples and 
a copy of our booklet ‘‘Photo- 
graphic Printing.” 


B. MARSHALL & CO. 


FORD STREET, NOTTINGHAM 





THE SPEE 
OF FILING 


THE BRITISH AUTOFILE: a Portable Filng 

Cabinet for letters Opens like the drawer of a 

cabinet, giving easy access to contents May be 

opened out flat or fitted to existing cabinet. 

Write for foll paruculars of this popular range 
of filing devices to 


THE BRITISH AUTOFILE Co. 
9, BEER LANE, E.C.3 ‘Phone: Royal 3660 





SYSTEM 


the trade buyer, the overseas buyer, the 
uses of demonstration, the right use of 
literature and.samples, how to meet ques- 
tions and objections, how to deal with 
various types of customers, and how to 
make it easy for the customer to buy. 

Each of the seven chapters is supported 

y a number of “panel” pages of “‘fact 
information set out in a form suited to 
quick reference on the stand. 

On the whole a manual which deserves 
the prefix ‘‘indispensable’’. Definitely a 
book which should be available in every 
firm interested in trade affairs and exhibi- 
tions. 


Sales and Routine Letters for the Retail 
Trader, by Herbert Dennett (Pitman, 7s. 
6d.). 

At some point in the growth of a busi- 
ness it occurs to the principal to look into 
the question of the routine correspondence 
and sales letters that are in use. 

As a rule this inquiry is prompted by a 
particularly serious complaint from a 
valued customer. The result of this in- 
quiry is not infrequently a rather serious 

ock to the investigator. ‘‘What! We've 
been sending out letters like that?” 

There is no lack of text-books on com- 
mercial correspondence, but few of them 
are suited to the retail pet ee 

The purpose of this book is two-fold. 
In the iret place it is designed specifically 
to help the retail trader who handles his 
own correspondence and writes his own 
sales letters, but whose knowledge of 
letter-lore is not that of the expert. Sec- 
ondly, it will supply the trader in a larger 
way of business with a ready means of 
training his clerical staff in the admittedly 
difficult art of writing letters with a breath 
of human nature in him. 

Chapter two of this book 1s a good one: 
“Write as you should speak; how would 
you say it °?” The writer deals clearly 
with this point. There are many who say 
you should not write as you speak. Cer- 
tainly, "as some people speak a written re- 
cord of it would not read gently; but there 
is certainly a lot to be gained by injecting 
the written word with some of the dynamic 
force of speech. 

Most business men, whether retailers or 
in other spheres of trading, would enjoy 
this book. 


The A B C of Technocracy, by Frank 
Arkright (Hamish Hamulton, 1s. 6d.) 


Multiple Shop Accounts, by R. F. Daly, 
A.C.A. (Pitman, 7s. 6d.). 

This is a detailed and practical guide 
to the technicalities of multiple shop 
accounting, based on a thorough study 
and a wide experience of the methods used 
in the administration of all kinds of mul- 
tiple shops. 

It outlines and illustrates systems that 
can be readily adapted to meet the special- 
ized requirements of any size of company, 
in any of the retail trades in which mul- 
tiple shop interests are represented 


How to Make a Shop Pay, by Herbert 
N. Casson (The Efficiency Magazine, §3.). 

The title sums up exactly what Mr. 
Casson had in mind when he wrote this 
book. It consists of methods and ways by 
which a shop can be run and give good 
profits. 

The first chapter describes methods of 
starting a shop, the next two deal with 
the outside appearance of the shop and 
the best ways of using the windows. 
Chapter four contains six suggestions for 
advertising, and then come chapters on 
the wisdom of under-trading, the pleasing 
of customers, and complete staff training. 
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AVE YOU NOTICED how 

well some coats ft? Giving 

the wearer that unmistakable stamp 
of being well dressed. 


Why not buy your coat from Tailors 
who specialise in overcoats which 
are absolutely correct for any 
occasion ? 


Ready for Service 
from 53 Gas. 


OE on a 


STUDD & MILLINGTON 


LimMikr eo 


51, Conduit Street. Bond Street.W 
67-69, Chancery Lane, W.C. 
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Save time and trouble and bothersome 
detail by using Nickeloid five-in-one 
service. Hand Nickeloid your layout and 
copy and set them to work on it. They 
will prepare the finished drawings or 
photographs, make the blocks, set the 
type in modern presentation and deliver 
complete stereos or electros to the 
publications you name. The Nickeloid 
Electrotype Company, Limited, Printer 
Street, London, E C.4. 


NICKELOID 


G310 








= Prints 
with own Paper Mills. 


Get a Lower Price from 


Drayton. ~ Ask us to 


quote on your next job 


DRAYTON 








Printing Works 


South Park, Fulham 
London, S.W.6 


printing since 1856 
paper over 200 years 


FRED. G. DRAY, MANAGING DIRECTOR 





EXHIBITION OF BUSINESS 


EQUIPMENT AND SERVICES 
(Continued from page 45) 


advertised by Tingey & Co., on page 
38. It is notable that, while such an 
effective paper shredder, this machine 
is not fitted with knives and it can be 
worked by the most junior office boy. 


Q 
The pen is still indispensable at many 
points in the office. Nothing that is 
likely to be invented, for a long time at 
any rate, can displace it for certain im- 
portant work, particularly on the execu- 
tive side of business. Modern ingenuity, 
however,. has vastly increased the efh- 
ciency of the pen. Asan example: The 
user of the ordinary pen has to dip in 
the ink an average of 41o times. Of 
this great disadvantage, and of many 
others, too, the Parker system entirely 
relieves the operator. There is a very 
interesting announcement concerning 
this by the Parker Office Equipment 
Service, on page 2I. 
@ 


Mention was made at the beginning 
of this article of inadequate internal 
communication in an otherwise up-to- 
date firm. Yet it is possible, by the 
flick of a key, for an executive instantly 
to talk naturally to, and receive con- 
versation from, any member of his 
staff in any part of the whole building. 
And this without moving from his seat 
or holding any kind of mouthpiece or 
earpiece. This is only one advantage 
of the Dictograph Telephone. On page 
43 there are given five more outstand- 
ingly important reasons why this appli- 
ance should claim the attention of every 
business man 


On page 6 is announced what is 
claimed to be the most highly developed 
form of accounting machine available 
for business to-day. So wide and com- 
prehensive is the application of this 
machine, by Powers-Samas, that it 
would be absurd to attempt a descrip- 
tion of it in this paragraph. Turn to 
Powers-Samas'’s own announcement to 
gather at least some indication of what 
this remarkable development is capable. 


Though they cannot be regarded 
strictly as business equipment, Luvisca 
shirts and collars are, nevertheless, im- 
portant items of personal equipment for 
business men who, naturally, seek the 
utmost comfort coupled with good 
appearance and durability in these 
articles for business wear. The Luvisca 
announcement on page 3 notifies you 
of the attractive price at which these 
shirts—and pyjamas—are sold. 

0 


Fire-resisting steel cabinets for docu- 
ments and records are essential in every 
office. But when a cabinet of this type 
is offered at so economicala priceas 25/- 
this item of equipment-becomes avail- 
able to thousands of businesses which 
could not formerly put down a com- 
paratively large initial sum for fire-safe- 
cabinets. On page 47 Owen & Randall 
illustrate this new 25/- cabinet. It is 
worth examining. 


BUSINESS for MARCH, 193% 


BUSI a ES s | 
MARKETING’ 


A good Letter Heading 
-> willHELP  - 


J.&H. Bell, Ltd. 


Printers, Die S tampers and 
Photo Process Specialists 


Carlton St., Nottingham 





WHOSE FAULT IS T? 


YOUR PRINTING 
DOES NOT PAY 


If you use the wrong kind of 
Printing to do justice to your 
goods, your Printer has failed 
youl! Itis his job to show you 
the most effective and econom- 
ical way of producing your. 
advertising 
@ 


BUT WHOSE FAULT IS IT 
IF YOU 


choose the wrong printer? 
Why not discuss your next job with us? 


W.MARK e Co. 


LIMITED 


THE RIGHT PRINTERS 
FOR EVERY PURPOSE 


27 THE DRAPERY 
NORTHAMPTON 


and 
29 KING WILLIAM STREET 
LONDON E.C.4 


CLASSIFIED ADVERTISEMENTS 


2/- a line (average 7 words to a hne) 
counts as one hne and ts to be 


aid for 
single insertions. Special rate for “Appointments Wanted’’, 3 tnsertions for price of 2 


Minimum 3 lines costing 6]-; 
24% discount for 3 tmsertions, 5% for 6, 


each addtional line or part of a line 2/- 


Box No 
10% for 12 Payment with order for 
Box rephes are forwarded free of 


charge. Announcements for next issue should reach BUSINESS, 6 Carmelite Street, London, E C 4, not later than Mar 20. 


“ADVERTISING: NOVELTIES | APPOINTMENTS VACANT—cont. FOR SALE AND WANTED—cond, 








‘AavertisingCalendare Blotter diaries,Pocket 
! Dianes, etc, gold block with your advertisement for 
New Year ee to customers should be ordered 
now from ee & Co, Lid, 258-282, Holloway 
Road, pang a 7. 


ADVERTISING SERVICES 


\Advertiaing. The only kind worth while is 
that which beings results aluable booklet ‘‘Resuitant 
Ad t free to Poneipals Merntt Adver- 
tisimg S td , 12, Whitehall, London, S W 1 


e Now. Advertisement and Folder 
Standard Typographical Matenal, Special: 
Pfand- lettered Shovweards. aes Prices 
Leach, 55, Belgrave Road, Darwen 


, APPOINTMENTS VACANT 
£5005 4.003 carnea in the Hest Paul Job ii 


cea cally youre f ch a lngh-salaried 
or such a sig a 
sup through our plan White for Free Book wg 
how you can get one of these berths, to Business Service 
Institute Room 42, 6, Carmehte Street, EC4 


|A Better Job. Dr. William G. Fern’s “Book 

of Success” and his Inghly practical postal courses 

' haye helped 000 men and women to better jobs 
and incomes in the office, store, and on the road ‘Book 
of na free on request from Fern Business Institute, 
Dept 11, Upper Woburn Place, London, WC1 
Send ee for postage. 























“Young man—8 years adv 
as advertising executrve—-London or prov- 
ero xpert Layout, sound copy, intrmate knowledge 


advertising technicahtes Can control staff and work 
on own initiative White Box 182, Business, 6 
Carmelite Street, E C.4 


Secretary oo Office Manager, etc. 
Pei man, 18 ence Company rav, 
mantal and Cost Porin tatishics, etc , seeks 
ve appointment. Available immediately 
31, Business, 6, Carmehte Street, EC 4 








ents. Aservice by world-renowned 
consultants 13 available for business and professional 
men anxious to secure an appointment at home or 
overseas Write, or call for details, George Brook, 


Ltd, A tment Consultants (Head Office), 50-51, 
High , London, W.C1 or ‘Phone "hancery 
8341-8421 





EDUCATIONAL 





Prospectus free 
(Dept 336), Regent House, Palace Gate, W 8 


FOR SALE AND WANTED 








, Ltd, King’s Lynn, Norfolk 





Cut This Out. Firm requires from one to 
six Cash Registers, electme itemrsed preferred New 
or second-hand BM/SN5M Mono, London 


Wanted No. 66 Multigm ment. 
Price and particulars to Webb Pan a im tenham 





£10 only, Royal Standard 
almost brand new, used only about ah 
Fitted special Small Elite type, a particularly attrac- 
uve face, admirably saited Executive's corr ence 
oc Statistical matter —Box 140, Busness, 6, elite 
Street, EC 4 





MISCELLANEOUS . 


Don’t Order B till you have tested 

“L.BC SUPERSORB ” e blotting that is different 

with a big a psec saving. Send for samples, we refund 

postage Lancaster Bros & Co, B Section, 
nade 


Street, Binmningham 
“Two Guinea Master Method” for only 2/3 
while they last Sumplest and most efficient business 
man system yet devised Others say '' Worth ther 
TEEN in gold” Money back if not satufied Write 
urbidge & Co , 86a, Turner Street, Northampton. 


£50 Cash for Poems— culares free. MSS. 








of all kinds also invit prom wal cia 
especially Fiction No edness A toslewell Lid 
29, Ludgate Hill, London Estab 1 1898 


Hectograph ph Supplies; Gelatine Rolls, Inkn, 
Ribbons, Pencils Wnite for particulars of 
Facsima Process of Reproduang Forms The Gled- 
bill-Brook Time Recorders, Ltd, 26, Victoma Street, 
London, SW 1 


Time Recorder Cards, ‘Supplies and 
Maintenance Service, Repairs, Overhauls, Conversions 
Giedinll-Brook, Ltd, Empire Works, Huddersfield 











BUSINESS GOODS & SERVICES 


incorporating “WHERE YOU CAN GET IT” 








OFFICE EQUIPMENT 
SPEED UP BUSINESS 


ton--no trouble to you 
Call in Phihp Samuel- 
'Phune or write for ap- 
pantment-—no obhgatan 


PHILIP SAMUEL, M M.S.M.A, 
Chancery 7727 


97 High Holborn, W.G.I 


VISIBLE INDEXES 


BIZADA (CARTER-PARRATT, LTD), 16, Victona 


St, London, SW1. ‘Phone Victoria 1045/6 


CAVEDEX 
Farringdon Road, EC 1. Telephone 


(C. W. CAVE & CO, LID), 48, 
Holborn 6071/2 





CALCULATING MACHINES 


J C BURNHAM & CO (GREAT BRITAIN 
LTD., Bush House (West Wing} WC2 

Telephone Temple Bar 8700 

GILBERT WOOD! (Anthmetical Machines) Ltd, 


768 Queen Victona Street, EC 4 


Telephone City 2206 


TRADE MARKS & PATENTS 
TRADE MARKS 





REGISTERED AT HOME AND ABROAD 


REGINALD W. BARKER & CO. 





PATENT AGENTS 
56, LUDGATE HILL, t 
ESTAB. 46 YEARS 





LONDON, E.C.4 





SEND FOR BOOKLET “TRADE MARK NOTES" 





DECORATIONS AND REPAIRS | 
SHOP, OFFICE AND WAREHOUSE FITTERS 


Hiectric Lighting 


pemi C.J. HAWKINS co. 
atong 43, GREAT SAFFRON 
— HILL, : : EGI 


Repaira of every 
escription 
"Phone Hol 1218 
FOR URGENT ATTENTION 





Estumates Free 


TYPEWRITERS AND ACCESSORIES 
GENERAL TYPEWRITER EXCHANGE, 
57, Theobald’s Road, Southampton Row, WCL. 
Telephone Chancery 7749 


WINDOW DISPLAY SERVICE 

TEXTOPHOTE DISPLAY & ADVERTISING 
STUDIOS, LID, 794, Copenhagen Street, WN 1 
Telephone. North0453 





‘GI BBONS. knows CANADA’ 


md J om 


Telegrams: “ENVELOPES, BIRMINGHAM ” 


O ha 


SERIES 





OF 


PRINTED 
PAPER RATE F 








ENVELOPES | 


IS Different Styles 
99 Different Stock Cutters 
26! Different Stock Lines 


; Ask for Sample Set 


F. C. THACKER 


The Envelope Specialist 
56 & 58, Church Street :: BIRMINGHAM, 3 


Telephone: CENTRAL 3863 


43 Chancery Lane I Cooper Street 
LONDON, W.C.2 ® MANCHESTER, 2 
Telephone: Holborn 2101 Telephone: Central 2842 


Printed for the ida Sted on eee COMPANY LIMITED, 6, Carmelite ore London, E.C.4, 
by FISHER & ney. Gainsborough Press, St Alba 


ane 


BUSINESS 


. Management - 


y & Control ¢« Marketing « Production e Ori nce 





+ > 
Practiced 
E | 
= | 


business Leaders 
~ discuss 
-DAY WEEK 
KA 


w CADBURY’S 
Control 
tion-wide Sales 


se 


ery Order Filled 
1 Dispatched by 
p.m. 
te 


IE-and MONEY- 


ving eer 





TAYLORS 














ÉL. h 
E 
"E 
- 


FOR ALL 
MAKES OF 


Cash Registers, Calculators, Time Recorders 
Adding Machines and Duplicators HIRED AND REPAIRED 


OFFICE PRINTERS, 


“THE IDEAL ” 
THE SUPERB TYPEWRITER 


GESTETNERS, 





















TYPEWRITERS 


RONEOS, GAMMETERS, ETC. 




























NO MORE TELEPHONES 
KNOCKED OVER 
If you use Telephone Extending Arms 
i direc- 
for 


THE 
NO-MORE 
Extend and Swing in an 
tion. Supplied with t 
wall, desk or table. 


Extending 






COPY. 

HOLDER 

saves the 
typist’s time 








































a your 23 inches . Qe 
notepaper. J 
Tap the lever ie => 2 
k~ and the line 32 "n 25/- 
h guide moves 36 lw 27/6 
; down. 
i Price, as Post free, 
7 ai Pais Message Regouist eee af sii 
E.. j=- Hyzienic outhpicces (preven 
And chea influenza) for G.P.O. phone 2/2 post free, 
model, 15/6 7 The modern 
method of fas- 
Q rere on papers. 
Pk kes out 
P The flow of repeat orders for “Ideals” mora than TAPPI of paper itself 
= testifies to the merits of this ideal machine. CLIPLESS Post free 10/6 
P. a A user writes: ‘‘Send us two more ‘Ideals’. FASTENER And cheaper 
rz Our typists all want to use those we hour" model. ae 
7 5/6 post - 
. 
me ranous gaa) cacusror SPECIAL OFFER 
s 
Ig . Will multiply, divide, NEARLY NEW 
Bs j . act i ee : 
g Toth tne ken o | Book-keeping and Accounting 
do s tally. $ 
7 ° ix 10x9 Machines, Loose Leaf, Fanfolds 
i from £29 10s. ° . . 
. Tens transnussion or Book Writers, with or with- 
t $ > . 
Write for details. out Adding and Subtracting of | 
p all makes, at Bargain Prices. 
i THE ADDOMETER 
< THE BIJOU QUIET PORTABLE | NO MORE ERRORS. Use the wonderful 
; Its real quietness and light touch are a real and} pocket Addometer. Adds and subtracts rapidly 
to effici . while its compactness, lightness, and accurately. For English money, Decimal or 
reliability and beautiful work make it THE BES X Ordinary Figures and Feet and Inches. 
With four-row standard keyboard, complete 3 FOR 
case. (Weight 8 ibs., neis 2 2 Ibs. lighter than POCKET OR | 
all other portab eS DESK | 
€15 5s. 0J. 
complete iu Cas ae 
' In Plush-lined 
| SAVE LOSS, ducoid case 
PREVENT FRAUD, 
PROTECT YOUR nici 
| CHEQUES WITH SAVE 80°), IN POSTING TIME rms 
A "SAFEGUARD? r Post { 
b -get letters look lik Ost tree. 
CHEQUE WRITER et ins wie cael raioni naih te When ordéring state for what money required. 
' using the TAPPIT ae ve Also ts ty paus Adder ot ia figures 
) Aa ker. all «stamos an n n money. 
As used by the leading firms. Do you realise Cheaper and quicker than a Fran p 
thak an aliared cheque is yous kabiy? O SSE Sa mS an puaa 
Bargain. New: £8 8s. each. ; Write fer details 
All makes of Cheque Writers in stock 
at balf usual prices. 
BARGAIN OFFER I 78 
‘ost tree. | 
Fire - resisting and 
Vermin- proof Steel THE LATEST INVENTION ! | 
See,” SpPoerds, AIN PARCEL PEN 
ies ge a nA eat ti 
_ keys Swinging & Detachable Writes a _— Tne oa por a | 
Pp Myc LETTER TRAY SET Fee aa Writing 
14 ins. wide, 45 J= or Tickets x 
12 ins. deep. Notices, Price , belling 
| 30 ins. high, Goods, etc. 
t fname PRESERVE 
ins. deep 
6 it. high, 2 ft wide, YOUR LETTERS 
18 ins. deep, as and Records from 
oe £4 10 dust and fire by 
“i captions paid. et p Green 
Other sizes in stock. FILING 
Half the ce of Number of Trays per Set. Complete with post x 
Mat T 3 Trays. 3 Tra and fitting for wall a i 
Essential for storing al of Trays. 4 Trays. y Y* or desk. All inland Anaie do) Te 
Books, Papers, Box | Light By Dark Oak ..  35/- 31/- 27l- carriage paid. f 
Files, Letter Trays. | Real | 35- Approximate Bynes 4 drawers, f'scap 
Othor sizes equally fahogany .. 45/- 40- # 7 8 9 
„e Sg cheap. Steel, Brinished Art Green 45/- 40/- B5/- 134 x 9 x rf ciel Carriage paid. 
eee Holborn 3793, or write for Bargain, Lists and Particulars. TEMPORARY TYPISTS SENT OUT. 
~ -TAYLORS TYPIEWRITER MARKET 72<HANCERY LANE (Hokorn fet 
Works : Great New St.. E.C.4. London, W.C.2 = 
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Sır CHARLES MANDER, BART. 
whose experiment in reducing hours 
but not wages is here described. 
He is Mayor of Wolverhampton 


omething in the nature of a bomb- 


shell has been thrown into the — 


industrial world by the decision of 
Messrs. Mander Brothers, Limited, of 
Wolverhampton, to reduce hours of 
work without any corresponding reduc- 
tion in wages. 

Naturally enough, the scheme has 
raised quite a considerable controversy, 
for the implications it involves are very 
obvious. y 

In certain departments of Messrs. 
Manders’ factory a 40-hour week is now 
in operation at the rate formerly paid 
for 47 hours. Opponents of the scheme 
declare that it cannot work. 

Sir Charles Mander, who is respon- 
sible for the innovation, declares, how- 
ever, that not only will the scheme 
work but that it is working—and work- 
ing successfully. In an interesting 
article in Service, he says: 

“It pays us and it pays the work- 
men. There is no inherent virtue in 
working 47 hours per week, and if the 
same output can, by better manage- 
ment and harder work, be produced in 
40 hours (or less, as one day it will be) 
so much the better for all concerned— 
provided, of course, you postulate that 
every advantage must be taken from the 
necessity for self-preservation to equip 
ourselves with the most up-to-date 
machines and methods.”’ 

Will men work harder if by so doing 
they can gain an hour a day’s leisure? 
Is it the fact, as many contend, that 


Å 
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WOLVERHAMPTON FIRM’S 


DARING EXPERIMENT IN 
REDUCING HOURS OF W 


By Thomas Dixon 


shorter hours of intensive work pro- 
duce better results than can be secured 
by working longer at a more leisurely 
pace? A good deal seems to depend on 
the answer to the question: ‘‘Will the 
worker play fair?” In other words, if 
he gains the privilege of shorter hours 
will he put forth the extra effort which 
alone can justify what is really extra 
pay? Experience alone can answer 
that question. 

“We claim for our system,” Sir 
Charles adds, “that if reorganization 
has to take place (and this is absolutely 
necessary under the conditions of world 
competition to-day), then it is better to 
reduce the hours of work and so decrease 
the number of employees who will other- 
wise have to be eliminated if the 47 
hours were to be continued.’’ 


Up-to-date Methods 
t will be noted that Sir Charles Mander 
lays it down as an axiom that ‘‘every 
advantage must be taken, from the 
necessity of self-preservation, to equip 
ourselves with the most up-to-date 
machines and methods’’. That, of 
course, is obviously true. Shorter 
hours bring the need for an increased 


PUTT LULL ULL TNN 
SIR CHARLES MANDER, Bart. 


Director of the famous firm of Mander 
Brothers, Ltd. varnish and paint makers 
of Wolverhampton says The Dictaphone: 
“it saves me a great deal of time 
because | can come in after office 
hours when | have been detained 
at some Council Meeting or other 
and dictate letters which I find 
ready for me on coming in the 
morning. 

‘Quite honestly | would not be 
without it.’” 
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output if a profit is to be made. 

That is as true in the office as in the 
factory. The problem of increasing the 
output of ‘‘the man at the desk’’ is 
just as urgent as in the case of the man 
at the lathe. Canit be done? Can the 
‘‘black-coated’’ worker win the extra 
hour of freedom that Sir Charles 
Mander declares to be possible for 
the factory hand? 


By the fact that it speeds up work 
and so increases output The Dictaphone 
will save at least an hour a day for the 
average executive. He can use that 
saved time either as leisure or to do still 
more work. 
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That is a fact which Sir. Chaz 
Mander himself appreciates, Read w 
he says about The Dictaphone : "8 
come in after office hours an te 
letters which I find ready for me on 
coming in the morning.” — 

That represents extra poweg to the 
executive—the ability to get in more 
work at any convenient time. It is 
only one branch, of course, of The 
Dictaphone’s applicability to modern 
business. 

Because The Dictaphone is always 
ready for work, because it is speedy 
beyond human capacity, it is saving 
time for thousands of executives from 
morning till night. Not a moment is 
wasted in waiting: the thing that has 
to be done is done at once. Work is 
dispatched with a speed and certainty 
unapproachable by any other method. 
An hour a day at least gained for a man 
who may be paid {1,000 a year! 


Typing Output Doubled 


Ane what of the rest of the staff? 
Take the shorthand-typists as an 
example. No shorthand to write—that 
Saves anything up to three hours a day 
—no interruptions, far easier and faster 
typing bring about a doubled output 
without the smallest additional! strain. 
One half the wage and time of every 
shorthand-typist immediately saved and 
devoted to extra output! Say /1 to 
{1 5s. a week for every shorthand-typist 
in the office. 
On every ground of efficiency and 
economy you owe it to yourself to 
investigate The Dictaphone. 


THE DICTAPHONE CO., LTD., 


(Thomas Dixon—Managing Director), 
Kingsway House, Kingsway, 
London, W.C.2, 
and at Manchester, Birmingham, Glas- 
gow, Liverpool, Leeds, Bristol, New- 
castle-on-Tyne and Dublin. 


POST THIS COUPON NOW 


The Dictaphone Co., Lid., 
Kingsway House, Kingsway, 


London, W.C.2 
Dear Sirs, 
y send, free of charge, Mr, Hutchinson's 
actice.” 


Kind! 
Book “ Office Methods and 
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|) SELDEX SINGLE LINE RECORDS 


$ For Customer and Mailing Lists, Credit Sanction, 


I Telephone and Stock Lists, Filing Indices, Staff 


Records, Price Lists, Order and Factory Records, 


— | etc. 4", 6" & 8° strips in many colours. Out- 
-$ standing items indicated instantly by coloured sig- 


nals. Available in many types. Desk Stands, 


Rotary Stands, we) Panels, etc. 
| | Write for 
Iustrated 
Descriptive 
Folder 


O VISIBLE RECORDING SYSTEMS 
Sole. Patentees & Manufacturers 


"49 CORPORATION st REET, BIRMINGHAM, 4 
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7 Fanfold’s 
: abour Saving Stationery 
Systems 


SPEEDOFORM Ask us to prove to you 
that we can save you 
. FANFOLD £1.6.8 on every 1,000 
as sets of “ Multiple ” forms 
ar ANSKRIT completed in your office. 
To achieve such savings it is not necessary 
to invest in expensive equipment. No 
new equipment is required, tor example, 
for Transkrit—the fastest system of typing 





|) (or writing) Multi ~~ forms-—Invoices— 
|| Works’ Orders — 
|| Receipts, etc., etc. 


Write for further particulars, enclosing specimen 
of your present form to 


ravellers’ Orders — 





(of interest to Business Men who requite Ideas, : 
Drawings, Copy) Le 


Whether 
Retailer, 


our Business is done through the cee 
holesaler, ot Public, you require 


advertising designs of real business-ge i 
value. Crichton Studios specialise in Ideas, 
Drawings and Copy for Press or Trade adver- 
tisements, Folders, Booklets, Mail 

Sales Letters, Letter Headings, SI 

Window eae aa ete. Sed fot 





They’re ar ed, Theni “Managers peste 
te 49+ | made the agi $ 
tion is, ‘Where to Find Them? = 


Not men who are costly experi-| 
ments—not the men who pull 
down skyscrapers instead of 
building them. Not the eternal 
‘“‘shoppers-for-jobs"’ who cause 
us to wade through thousands 
of applications; not the ‘‘has- 
beens,” the “dead -beats,” the 
j ‘down-and-outs” or the ‘‘never- 
will-be’s’—No! Let's avoid all 
these big-drum bangers and 
take a short cut to the men 
who really can sell. 
How? By getting and using “FINDING 
AND SELECTING SALESMEN," com- 
taining the concentrated, Bovritized 
experience of specialists. There's the 
imprint of expert knowledge tn every line: 
every page discloses something that could 
only have been revealed through day-by- 
day contact with Salesmen. Men who 
thake the printers work overtim a garg 
order books ~~ they're the kind that are 
the mainsprings of business—they're. the 
fellows who makè profits go sky-rocketing 
they're the kind you'll get, pions 
the directions of . “FIN IN AND f 
SELECTING SALESMEN.” 
Here are just a few of the matters dealt 
with in this volume, issued by as. on 
f of the Incorporated Sales 


ne a Se mime 8, POST THIS COUPON NOW—= ë a 
SOONG ENT Street, aoe don, E. 


SHAW PUBLISHING CO., Ltd, G 


-Please send me... „copies of “FIN 
p éd by the Development. Comm 








Association, at 3/9 sieh i and send in oiee or 








recommends 

ao smi How to ‘selec 

eo “the. mu to 

he Pe How to frame 

Of emg you up- a searchin 

questionnaire 

— The media to — Now io inter 

be used tor view individu 

Advertising. ally and col 

~ Finding the  — How to dis 

potential sates cover the weal 

-= ag ee 

— How to deal against the dis 
with direct honest i 


applications. man, 


These are josta a fewof the matters debate 
in “FINDING AND SELECTING 
SALESMEN”: a volume that will be 
time-saver, a profit yielder, and a lubri 
cant making the. whole machinery o 
selling run smoothly. It isa book ever 
business man should read, that most wi 

profit from, and that none should pa 
Meh yet it only costs 2e- 8d. H yo 
return the coupon erat igning 
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‘Production: Office Practice 
i iN WHICH AT VARIOUS TIMES HAVE BEEN INCORPORATED ; 


THE JOURNAL OF COMMERCE,” “MODERN BUSINESS,” 
: “SYSTEM, " “BUSINESS ORGANISATION ANO MANAGEMENT,” 





















MAN AG EMENT How We Made a New High Record - - 5 by R. L LLOYD 
: Pol ic y , E in ance Director, British Rolling Malis; Ltd. 
EE E These Five Firms found NEW MARKETS - - byE. D. MARTELL 9 


The Broader View - - - - by ROBERT R. UPDEGRAFF TI 


o If the 5-DAY WEEK—40 or 48 HOURS? Opinions by Sir ERNEST BENN, 1% 

Rees. Sir PERCIVAL PERRY, Sir 

oe GEO. PATON, GEO. A. 
HENSHER, H. W. CHIVERS 


The Trend of Trade for April - a m 













Area Statistics which give Us Sales Control GH WEEKS, M.A 
of Cadbary Bros. B an 


To Make them Buy—ADVERTISE! - - - by Tic. McCLURE 
5 IDEAS that have Increased Sales - è 3 . - ons 
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bi } 9 T I o N 300 Orders a Day Filled by 5 p.m. - eo WE F, NICHOLLS 
jui p ment, Methods Time and Money-Saving Ways of Stocktaking aoa a e 
: PLANS and IDEAS that are Cutting Costs - ~- =- = oo 








F. TIC E PRACTICE 100% Fireproof Office Saves 30% Overheads = o o wm 3 
quipment, System That Paper You Want—Found INSTANTLY  - = > osgo o=o 
Letters: Quicker Dispatch, NO WRONG STAMPS nae 


Among the Latest in Business Equipment = = = = = > 


: 
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: BUSINESS Telephone Number is: Central 9893. Ask for Editorial, Advertising or Service Depariment 


a Subseription ; '15/- a year, home and Continent, post free; per copy 1/-, post free 1/3, Overseas 20/- a year, post free). per copy 1368, post free, 
“All rights of translation and reproduction are strictly reserved. Contributions, which must be of specific instance & ate invited. All güm 
munications to 6, Carmelite Street, London, E.C.4 
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Perfect Comfort 
SHIRT sr 


in striped designs | 
or plain shades 


i 0 / 6 EACH. 


inclading ewe collars. q” ~ no 
Garments mads to measure hin pe 





in oe. ia ee 


or Vie : aha des - a 









UNPRODUCTIVE 
WORK 


—this way 


| the purpose of handling multiple sets of forms 
requiring carbon copies, Egry Manifolding Registers 
should be employed, as the interleaving of carbon paper 
is entirely eliminated. One turn of the handle daens 

2 to 5 clear and unalterable copies of 


EGRY the original entry ; automatically pe 
senting a fresh set ready for immediate 

CASH use, and retaining—in certain models 
TILL —one copy in a locked compartment, 





for checking purposes. Egry Registers 


can be applied for the following 
A Cash Till which embodies the feature of purposes: 





a written itemised receipt is the most Stores Requisitions Works Orders Credit Sales 
thod of controlli transaction Sbe Ba Pts Di ETN 
SAS me mng CVCIy ; Delivery Notes Internal Transfers Goods Inwards 
Production Orders Cash Sales Reports 
Our London factory is not only equipped for the 
EG RY Porze manufacture of continuous stationery for use in our 














Registers, but also for the manufacture of Continuous 
Rol and Interfold Stationery for use in Billing and 
Accounting Machines, such as Elliott-Fisher, Under- 
wood, Remington, Smith Premier and Powers-Samas. 


PRICES RANGE FROM 6 TO 43 GUINEAS 


EGRY LTD. 


WARPLE WAY, ACTON, w. 


TELEPHONES : SHEPHERD’S Busu 2431 & 4484 


SPEED-FEED bi I 
The Egry Speed-Feed Attach- my | 
ment enables your own type- 
writer to be converted into 
a Billing machine—with all 
the advantages of Con- 
tinuous Stationery—at 
a moment’s notice: 
snaps on and off in a 
second. 











A MOORE'S MODERN METHODS PRODUCT 


..... SPEED AND EASE... 














~ “Nimblex” f = ws 
Y Visible Record, |= 











5 Visible Records in a Loose- Easier to write Records and 
ie Z leaf Book. easier to refer to them. 
‘ Complete Qulf É Specially constructed FLAT- Several standard rulings to 
75 -$ LIE index sheets eliminate choose from. 
s the hump common to other Occupies less space and costs 
methods. less than card systems. 


The Loose- Leaf Book without 
the hump 





Nimblex Visible Records 


M. M. M, LTD.) 


: ( 
Write for Leaflet No. A245 12 ST. BRIDE STREET +. . LONDON, E.C.4 
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_ WHICH CAN 


BE OBTAINED THROUGH THE ANNOUNCEM 





hase announcements o a 
which offer Service c or oo 
Equipment which may 


be of use to you 









IN THE ADVERTISEMENT PAGES IN THIS 


ELECTRIC SCRUBBING 
MACHINE | 

(14) Finnell System Lid. Comer fy 
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@ (21) Osda Ltd, on. oO N 


OFFICE PRINTER 
(22) Kaye's 
Ltd. 
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I Famous Ediphone users 





Central Ediphone Transcribing Room 


Messrs. FERRANTI Ltd. 


Hollinwood, Lancs. 


This leading firm of electrical and general engineers 
conduct all correspondence with the Ediphone Voice 
Writing System. Being themselves experts in the 
manufacture of electrical and 
wireless acoustic apparatus, 
they have naturally selected 
the Ediphone to ensure the 
efficiency of their correspon- 
dence departments. 

The Ediphone Voice Writing 
System saves one hour of each 
dictator's time and three hours 
of every typist’s time every 
day. Wherever 
there is dictation 
and typing — in 










large offices or 
small—the Edi- 
phone can be 


used to advan- 
tage. 


Our book “Now—how about 
MY business?” tells you how 
the Ediphone can be effective 
in your business. Send for a 
copy to-day. 







THOS. A. EDISON, LTD., 
Victoria House, Vernon Place, 
Southampton Row, London, 
W.C.1. (Telephone Hol. 9988.) 
Also at Cromford House, Market 
Street, Manchester, and at 245 
CorporationStreet, Birmingham. 


@ 
Fd 3 ph one Distributors in all leading Cities. 


System 
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Scrap Obsolete Systems by installing British “BIZADA” Visible 
Equipment. Here are some of the advantages to be obtained 
by so doing :— 

(1) Sates Depr. Customers’ names and addresses “‘at a 
glance". Coloured indicators which tell you in visible chart 
form the month or day of last order. Laggards canbe kept “up 
to scratch" without effort. 

(2) Accounts DEPT. 40% quicker posting of Debits and 
Credits. Overdue Accounts shewn by coloured warning 
tabs. Quicker despatch of statements too. 

(3) Worxs Orrice. Production, Stock and Cost Records, etc., 
possess that quick accessibility which is essential in such an office. 


Write us your problem, It will receive the earnest 
attention of the first frm to manufacture Visible 
Sob segs in this country. @0 years’ experience 
installing such equipment is yours for the asking. 


CARTER-PARRATT Lid. 


Specialists in the manufacture of Visible Equipment, 


16 VICTORIA STREET, LONDON, 8.W.1 
Phone: Victoria 1045-1046. Works: Wickford, Essex. 








IF HOURS WERE 







OU who to-day stand at the gate- 
way of your career will be wise if 
you USE THE HOURS OF THE 
PRESENT TO PREPARE FOR THE 
YEARS OF THE FUTURE! 

Here and now the Metropolitan Col- 
lege ot St. Albans offers so to direct the 
investment of your spare hours that 
you may equip yourself speedily and 
without undue strain for quick and re- 
munerative promotion in your career. 

_ Writeatonce fora FREE copy of that 
invaluable work, the Metropolitan Col- 
lege ‘‘Guide to Careers in Secretaryship, 
Accountancy, Law, and Commerce”’— 


USE THE HOURS OF THE PRESENT 
‘TO PREPARE FOR THE YEARS OF THE FUTU! 


veritably a standard manual for | ised knowledge necessary to fit you for ; 


“Fa, highly paid and responsible tion. 
the wise investment of the hours Hours are precious. ime flies, F 


oi youth. Herein tbis authorita-| not waste the days. 
tively compiled 136-page volume | Nothing is achieved 
you may read how through the| pY delay. Much may 
medium of the Metropolitan Col-| if you take inmediate 


lege Specialised Postal Courses | action. Fill in and 


: : : post the Coupon 
you may, in your own timeandin} 45.» 4 Y. P 


the privacy of your own home, ac- 















OUPON—POST NO W!/— 












quire that essential and special- Please send me acopy of the Metropolita 
quis Cm College 136-page “GUIDE TO CAREERS i 
hy Specialised Secretaryship, Accountancy, etc.,"" to kee 
: POSTAL without charge or obligation, 
Euo Be Training taken eda 
BaeReREaneS aoai |. at home 
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in spare time. (In Capitals) 


Also up-to-date 
CIVIL SERVICE Business, 





Dept. G9, 
ST. ALBAN 














` 
ho 








e are in the steel trade, one of 

Britain's ‘‘depressed’’ industries 

= yet we have just broken our pre- 
vious high record for output and have 
sold more bright steel strip than at any 
time in our history. 


A politically-minded observer of this 
achievement would probably say: ‘‘Ha, 
the tariffs. See how the impost against 
foreigners has helped the manufacturer 
at home.’’ As a matter of fact, the 
recent tariffs have hardly changed our 
position. We are only partial manu- 
facturers. We prepare steel for other 
manufacturing concerns to utilize in 
making motor-cars, cycles, telephones, 
radio sets, and so on. So that whereas 
the tariffs certainly damped the 
foreigner’s activity in selling over here 
raw steel, it has caused him to concen- 
trate more upon coming into the 
English market with finished steel 
goods. Thus, so far as we are con- 
cerned, the tariffs have operated a 
self-cancelling process. 


The reasons I consider to have 
brought about our success lie closer 
home than that. In one phrase, I might 
sum up the reasons as: MANAGERIAL 
Baance. I do not really like that term, 
it is not exactly expressive of what I 
mean, so let me put it another way: 


These Departments Tended 
Always to Oppose One Another 


n a concern of this kind we have three 

factors: buying, production, and 
technical control. Now, in action, these 
factors do not tend to co-operate, they 
tend te oppose one another. I do not 
mean that each tries to become an 
obstruction to the other, or that there 
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MANAGEMENT Æ CONTROL 


is anything but the best spirit existing 
between them, but they do tend to 
travel in different directions. 


For example, the purchase depart- 
ment strive to buy in the cheapest 
market. They may beat down a 
supplier until he, anxious for the order, 
may compromise by offering something 
a fraction different from our required 
standard of quality. In other words, 
the buying department is apt to be 
ruled by price rather than by any other 
factor. 


But the technical control (laboratory) 
department, which is responsible for 
our keeping a high standard of quality, 
goes to the other extreme. In effect, 
our chief chemist says: ‘‘To hell with 
the purchase department; we can't 
work with cheap stuff, we've got to 
have so-and-so.’ So-and-so is probably 
a steel priced beyond the limit which 
the purchase department thinks it is 
profitable to pay. That, of course, 
somewhat exaggerates the position, but 
it shows how the controlling laboratory 
—quite rightly, mind you—insists on 
quality irrespective of price, as against 
the buying department’s fetish—also 
quite right—about the sole importance 
of cost. 


Between these opposing forces comes 
the production man. He does not care 
two hoots about price or about the 
higher technical points. He wants the 
material which works easiest, gives the 
best result, and he wants delivery 
exactly as and when he specifies. 


By managerial balance I mean keep- 
ing these ‘‘warring”’ factors in such nice 
equilibrium that they check one another 
in the right degree and so produce the 
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best possible product at the most 
economical unit of cost—while at the 
same time preserving the right personal 
feeling through it all. 

This personal aspect, I should like to 
emphasize, is a very important matter 
and is one of the most difficult problems 
which face the management. Keeping 
a good liaison between everybody calls 
for tact and understanding, without the 
imposition of restrictions and red tape. 
I consider it a bad policy to attempt 
to solve these problems involving per- 
sonnel, especially the higher up person- 
nel, by rules and stereotyped routine 
If you don’t want a man to use his 
initiative and brains, you can soon kill 
all tendency in that direction by setting 
up a lot of rules and conditions. 


How We Brought the Opposing 
Forces into Balance 


Te maintain our balance of forces we 
hold periodical informal meetings at 
which the purchase, technical, and pro- 
duction chiefs are present, together with 
possibly the managing director, another 
director, and myself. We used to hold 
these meetings weekly, but that was 
too often. We have found monthly 
meetings more successful. 

The whole idea of these meetings is 
to get each executive to understand the 
problems and difficulties of the others, 
and so realize that though each is aim- 
ing to do the best for his department, 
the underlying aim must be that al 


effort be co-ordinated for the benefit of 
the firm. 


Through these meetings we have now 
got the purchase department to under- 
stand why the laboratory wants the 
best material. Informal talks are much 
more effective for this purpose than are 
meetings during working hours in the 
offices or shops. For example, the chief 
chemist explains how certain steel, 
though a little higher in cost per unit 
than the purchase chief wants to give, 
can, because of certain finish or gauge, 
save more money in production by 
being easier to work than could be saved 
by the purchase department in accept- 
ing a cheaper steel in the first place. 
Then the production man chips in and 
puts his view, and so the whole problem 
becomes solved and each executive 
understands the other's point of view 
and reasons for his opinions. One- 
sided grievances through pure mis- 
understanding are avoided. 


Why our Executives Avoid 
Water-tight Compartments 


we Rother thing which helps to main- 
tain our balance of effort is that we 
persuade our executives to avoid water- 
tight compartments during working 
hours. Naturally, for example, the 
chief chemist (one of the key men in 
our concern) would tend to work in his 
laboratory all day, emerging only for 
meals and his evening train home. We 
do not like that idea. We encourage 
our chemist to take periodical strolls 
round the works, to talk with foremen 
and operatives on the job. Even if he 
likes to go and talk with the boiler-man 
or the boys out in the loading bays, so 
much the better. The more people he 
talks to the better we like it. 


Many a time a casual talk like this 
with a foreman has resulted in the latter 
gaining an important piece of informa- 
tion which helps him the better to do 
his job. Ordinary operatives, too, have 
learnt much through tips from the chief 
chemist, and what is equally important, 
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business building policy 


RAISED THIS FIRM ABOVE THE DEPRESSION 


. Securing BALANCED CO-OPERATION among 
departments which tended to oppose one another 


2. A widely CONSTRUCTIVE 
CUSTOMERS (distinct from direct sales) as a 


3. Selecting executive and operative staffs who are 
‘GOOD MIXERS’ as well as good workers | 


4. An ACCOUNTS COLLECTION system under 
personal control of the Managing Director 


they have learnt that goodwill exists 
between every executive and the staff. 


The same with other executives. We 
encourage those in the accountancy, 
secretarial, purchasing, and transport 
departments to see as much of each 
other as possible and to discuss jobs and 
difficulties without unnecessarily wait- 
ing for the periodical meeting. In our 
concern this ‘‘mixing’’ is far more 
effective in promoting goodwill and 
good work than would be the case if 
each executive kept aloof. 


It may be noticed that to the three 
factors, buying, production, and techni- 
cal control mentioned at the beginning, 
I did not add selling. 


In many classes of business the 
tightening-up or elaborating of selling 
methods is one of the first essentials to 
a successful position. With us that is 
not so important. Ours is a highly- 
technical product, selling to technical 
men, by whom anything approaching 
high-pressure selling methods would not 
be welcomed. Our way to keep exist- 
ing customers and to win new ones is 
to maintain an unquestionably high 
standard of quality in the product, 
never to rest imagining that that 
standard represents finality, and, in 
addition, to back the customer with all 
the service and advice we can to help 
him in the best way of using our 
materials. 


The most successful among our sales 
force are those men who have taken the 
trouble to get a thorough grasp of the 
technical side of our business, and who 
can discuss practical problems in an 
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intelligent way and give advice to) 
customers. | 


This Way of Handling Complaints 
Increased Business 
Raher than discuss selling at this 

point, then, it will be more appro- 
priate if I deal with complaints, because 
it introduces the matter of service, and 
this, in turn, actually operates for us 
as one of the strongest selling aids. 
Steel is a highly sensitive material 
and can react in a very contrary way 
unless treated in the right manner. 
Many of the big and highly organized 
concerns to which we sell employ men 
who know to the finest limits how to 
treat the steel they have specified from 
us. With these concerns we rarely have 
to discuss a query. 


We have, however, many other users 
who are not so expert or perhaps so 
careful in their use of specified steel. 
For example, a customer may try to 
stamp too deeply in one operation a 
steel not designed to take such extreme 
pressure. Result is the steel may crack 
and the customer telephones us in a 
hurry that the metal is unsuitable. 


We find to-day, too, that customers 
expect more aħd more of steel. They 
expect it to do this and that until often 
they will subject it to processes a good 
deal beyond what it will stand, and 
when such adventurous users are disap- 
pointed by the metal protesting, they 
tend to blame us for supplying what 
they consider to be unsatisfactory 
material. 


The investigation of complaints, 
therefore, is to us a matter of greatest 








importance, and we have set up a 
special method of dealing with them. 


Nominally, complaints are taken 
charge of by the technical control 
department, but according to the nature 
of the complaint, we devise a committee 
to investigate it at once. If it is a 
matter of price, the costing and pur- 
chase departments are represented on 
the committee. If delivery, then the 
production and transport departments 
sit in. But generally complaints are 
of the technical nature I have just 
described, so that the investigating 

(Continued on page 34) 
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As Old Markets Dwindled— 





These 


Few firms in the past 3 years have not suffered the ri Aga n of 


q some of their old reputable business. 
with generations-old connections have been no exception. 


Even long established concerns 


The ways 


in which various firms have met this condition have been startlingly 


different. 


Too many retrenched and held on for “better times”. 


Of these who are still in existence the majority are thin and wan. 
But of those whose best managerial qualities were brought out by the 


slump there is another story to tell. 


Their fight to discover new 


products, new markets, new methods and CONSTRUCTIVE economies 
yielded biggeg turnovers, more profits and sounder foundations for 


still greater business in the future. 


Gave Overseas Agents 
a New Interest 


For a firm which has been doing the 
same trade with practically the same 
customers for a great many years, the 
discovery of new markets is not easy, 
yet instead of capitulating to the slump 
an old-established firm of City exporters 
began the quest. For months they 
urged their agents in the different parts 
of the world to secure fresh customers 
so that output might be maintained. 
The urge had no effect; fresh orders 
were not forthcoming. 


The firm was of ancient lineage and 
very conservative. It moved slowly, 
but it had the gumption to realize that 
it must move, or suffer extinction. Two 
plans were ultimately settled. The first 
was to find new lines to market, and 
the other that four out of the five 
directors should leave the serenity of 
their offices and make a world tour of 
the firm’s agents. 


To discover new lines was difficult, 
and after two months nothing suitable 
had been found, which is not surprising, 
for the buyers had always kept keen 
watch for new products which con- 
formed to the type of goods usually 
handled by the firm. These goods were 
of the smaller mechanical kind: clocks, 
wireless sets, mechanical toys, labour- 
saving devices for the home, office, 


Here are five examples :— 


garden, car, and soon. It was difficult 
to find an entirely new line which was 
not just a variation of something 
already handled. 


In the end. those to whom the task 
of finding new lines had been entrusted 
decided to compromise. They had 
inspected many devices and clever 
“‘gadgets’’ and conceived the idea of 
putting up selections of goods into com- 
plete sets. Thus half a dozen different 
labour-saving ideas for the kitchen were 
put together as a ‘‘Kitchen Time- 
Saving Set’’. The same thing for the 
home in general, the garden, the car, 
and the office. 


It was a simple matter to make up 
the sets, with little instructional book- 
lets to cover each. The idea caught on 
and the firm’s agents throughout the 
world found many entirely new markets 
for the complete sets. Not only did the 
sets themselves sell well, but they 
increased the sales of each individual 
device. 


The success of this part of the cgm- 
paign almost tempted the directors to 
abandon the proposed tour, but it was 
decided to carry out the whole pro- 
gramme. The firm naturally had 
travellers whose job was to visit the 
agents, but the regularity of their visits 
had not helped them in finding fresh 
markets, for’ they claimed that they 
could not do better than they had 


FIVE Firma 


CREATED 


New Ones 


By E. D. MARTELL 


always done. But a tour of four 
directors was a different matter. It 
brought, every agent up to scratch, and 
it brought the directors up to scratch, 
too. Each side was out to impress the 
other, and the agents’ preparations for 
the arrival of their visitors stimulated 
new business. The directors themselves 
were able to study conditions not only 
first-hand but together, a thing they 
had never done before, though each had 
made the tour alone once previously, 
The result was they were able to tackle 
each problem as it arose, each was able 
to devote time to his particular side of 
the questions, and together they were 
able to make decisions and sanction 
developments on the spot. 


The tour took eight months and was 
a success. Dozens of new markets were 
created and much valuable knowledge 
gained. Through personal contact with 
the directors the agents were spurred 
to fresh efforts, and the directors them- 
selves returned far better able than 
before to deal with the practical 
problems of their business. 


New Instalment Idea 
is Working Well 


pn of paint and varnish manu- 

facturers keenly felt a draught when 
the public, in search of economy 
measures, put painting and house 
decoration at the very head of their 
lists of spendings to be abolished. 


The problem for the paint mann- 
facturer was a serious one. He could 
not alter the selling appeal of paint. 
Paint was just paint, and that's all 
there was to it. Nor could he persuade 
the public that, in times of stringency, 
painting was as necessary as at any 
other period. Many people he knew did 
want to use paint, but were deterred on 
the ground of expense. This manu- 
facturer, therefore, aimed not to change 
the nature of the paint, its mode of 
presentation, packing, display, or to use 
similar expedients which often endow 
other products with new life, but he 
thought of a plan to make it easier for 
the customer to buy paint. 


He made an arrangement whereby 
customers could have their private or 
business premises redecorated by any 


10 


decorator (using, of course, the manu- 
facturer’s paint) and pay for it by 
instalments: 15 cent of the total 
bill on completion of the work, the 
remainder in 12 monthly instalments. 


The internal arrangement of this 
scheme was that when the customer 
had paid the decorator the first 15 per 
cent, a finance house which participated 
in the plan undertook to pay the 
decorator the remaining 85 per cent on 
_ completion of the contract. The finance 
house then collected the instalments 
from the customer. 


To get the scheme going the manu- 
facturer circularized 22,000 dealers with 
a folder explaining the idea, and 
national advertising was put out simul- 
taneously to sell the idea to the public. 


This scheme has not long been 
launched, so we cannot say to what 
extent it will prove successful, but 
indicatiops are good. The point is the 
firm discovered a new idea, a new way 
to sell its products and to overcome the 
slump resistance to buying. 

People who want to buy paint but 
who could not come into the market 
on account of expense, can now afford 
the instalment expenditure. Builders 
and decorators get new business that 
they would otherwise miss, and above 
all, the paint manu- 
facturer gets nearly 
all his accounts profit- 
ably active again and 
secures a lot of new 
ones as well. 


There must be hun- 
dreds of businesses in 
the country which 
could similarly get the 
assistance of a finance 
house in making it 
easier for their cus- 
tomers to buy. 


Give some “twist” to your existing products which will endow them 
with a fresh appeal to new customers and at the same time appear as 
of still greater value to present users 


Found New, High 
Class Customers 
London bookseller 
with a high-class 
trade found himself 





and the results did not pay. He toyed 
with the idea of adding quick-selling 
novels, but decided that this might 
upset many of his old customers who 
were of a notoriously conservative class. 
No, the only way was to keep his 
present type of client, but to increase 
their number. 


He found a way of getting into touch 
with the very type of client he required. 
He obtained their names and addresses 
from the correspondence columns of the 
best-class daily and weekly newspapers. 


When he saw a letter in, say, The 
Times, dealing with a scientific, literary, 
theological or other serious subject, he 
communicated with the writer, stating 
that he had read the letter in question 
and thought the writer might be inter- 
ested to know that he had in stock 
every book of note dealing with the 
subject. The letter ended with an 
invitation to visit the shop and a 
request that if he were able to call, 
would he please ask an assistant to take 
his name to the proprietor, as ‘‘I should 
very much like the opportunity of 
meeting you’’. 

The result of these letters was that 
a surprising number of new people came 
to see the bookseller. The interest he 
had taken in their ‘‘contributions to the 


Defeat 


Group two or more formerly separate lines, making the combination 
appear more attractive and economical than the single lines 


Create entirely new products or services to meet the altered needs 


this Sales Resistance! 


Consider if you can— 
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Restaurants have not, perhaps, felt 
the depression like many other trades, 
for people must eat. But during the 
last year or two the habit of bringing 
lunch from home to the office has 
developed widely among clerks and 
typists as a form of economy, and 
consequently many restaurants hav 
lost custom. ~ 

This particular firm lost a good mam, , 
of its customers, and the thought 
occurred to its directors of catering fo 
those who found it necessary 
economize by taking lunch at the office. 

They started a lunch-basket ice 
consisting of variations of the men 
each day. Each item was sealed in a 
little grease-proof envelope or enclosed 
in a specially made carton. 


The idea became popular, and from 
selling about 50 the first day the firm 
is now sending out over 5,000 lunch- 
baskets daily. The price is a special 
“economy” one, under a shilling, in 
fact, and the cartons are delivered at 
the offices not later than twelve o'clock. 
The messenger who delivers also collects 
the money, so the scheme is run on a 
cash basis. 


The menus are varied every day, a 
printed menu form is delivered at each 
office every -week, and occasionally 
there are surprise 
items. 

This scheme has 
caught on because it 
supplies a real want 
by providing an ade- 

uate lunch at a price 

er than if the food 
was bought separately 
by each individual. 
Typists do not like 
bringing food to the 
ofice any more than 
their mothers like pre- 
paring it. The scheme 
relieves them of this 
trouble. Just another 
example of extended 
service which pays. 






Grouped Products 


oma sa i Seg Ai of customers Sell Better than 
only retrieved his Sell hitherto exclusive lines in smaller units at popular prices while Single.Ones 
aon but improved retaining in the cheaper lines the prestige of the high-class units sauce manufac- 


He dealt only in 
books of a serious 
nature, no fiction or 
light matter of any. 
kind, so he was bound 
to be affected by 

trade, especially as many of 
his regular customers were of the type 
who possess more intellect than money. 
Regular customers did not disappear, 
but they were more careful in their 
selection; where they had previously 
bought every book published on par- 
ticular subjects, they now bought only 
one or two selected volumes. It was 
an all-round decrease of turnover. 

The urgent problem was to find new 
clients. The bookseller tried adver- 
tising; but he had little money for this, 


Devise some plan to increase dealers’ interest so that they will more 
actively push your lines 








Press” and the ‘‘tone’’ of his invitation 
flattered them, while the reception he 
accorded them when they did call per- 
suaded many to become regular clients. 
This is surely an idea which could be 
followed by many small businesses. 


Additional Service 
Regained Lost Customers 


A catering concern in London recently 
started a successful scheme which 
is developing every day. 


turer hit upon a 
. good scheme to in- 
crease sales. He had 
done a steady trade 
through local retailers 
in his area for many 
, years, but the depres- 
sion converted sauce from a necessity 
to a luxury in many of the poorer 
homes. 


The bottles of sauce had always been 
sold at 5d. and 7}d., separately, 
undoubtedly a low enough figure for 
most housewives. But sales fell and 
inquiries among grocers who stocked 
the lines brought the universal reply: 
‘People can’t afford sauce these days.” 
The manufacturer tried a smaller bottle 
at 3d., but it was obvious that sauce 

(Continued on page 31) 
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F acts Resolve 

Difficulties 

__A junior once remarked to a famous 

wyer: “I have learned one thing, Sir, 
it is this: If we take care of the 

case the law will take care of 





















s peinething that applies to a 
AY te the t situations, as well. 































hat aren “ine S corners, sug- 
d-on this page in November last, 
he typical subjective outlook which 
ne PARIE As in socal to-day 









? “Have yow pee ” my corres- 
ndent continues, “the drop «that 
. take place in employment; the 
ed cti n in the standard of living 
aC y falling turnover; higher ex- 
nse -ratios and their corollary, de- 
reased competitive power; the strain 
_a note issue which is already largely 
“fiduciary; and all the inter-related social 
: problems? i 
< -The point is well made. I only fear 
that I did not bring out clearly my own 
thought that an efficient rate of work is 
not always a fast one. There is such a 
thing as making haste slowly, of care- 
_ fully considering all the possibilities 
before action; of eliminating the need- 
less waste and mistakes which so often 
— accompany rush work; of making time 
do part of the job that otherwise must 
_ be paid for in pounds. 
And. perhaps, too, in the back of my 
mind was a sly dig at the American 
habit of rushing for the sake of RUSH. 


































By ROBERT R. UPDEGRAFF 


down that is going on in all organiza- 
tions, we may individually be dealing 
with a very different group of people in 
our day-to-day contacts. 


> 


A. Doctor Writes | 
of Work 

“The best work that most of us do is 
not in our offices or at our desks but 
when we are wandering in the woods 
or sitting quietly with undirected 
thoughts,” writes Dr. Emlyn Jones. 
“From somewhere, at such times, there 
flash into our minds those ideas that 


direct and control our lives-—-visions of -D Dig 
how to do that which previously had ba 


seemed impossible. 


“The man who attempts to do the 
work of a year, or of a lifetime, at a 


rapid pace, will accomplish less than if 


he went more slowly. The man who 
wins takes a pace that he can hold for 
the entire distance and have a little 
extra “up his sleeve” at the finish, 
when the victory is a matter of a few 
feet or even of a few inches.” 
Sound policy, this. 
- 

A Third 
Great Step 

One of the interesting kendi of the 


times is the third major development. 


in what might be called the evolution 
of the business man. 


| To the Proprietors of 
| 
| 
| 


“Business” 
Sirs, 















be incorporated. 





| would like to take this opportunity of saying how: seful e 
and helpful is your journal “Business.” > 

methods described in the paper have been adopted in 
ization with every success, and | eagerly look f 
receiving the new copies to see if other improvements ca 


Yours faith ull 
(Signed) | H. \ 
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decide and act is an. iad. 
not a. quality which goes: with R 
committees.’ a 
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Many of the ideas and 
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the rest of the week 
6. 


There are about 800 firms in Gt. Britain working the 5-day week 
The number of employees concerned is roughly 100,000 


The majority are in non-textile industries 
Only about 230 firms of the 800 actually work shorter hours 


ê The.remainder have spread the hours saved on Saturday over 


Of the 800 firms, under 3% work 40 hours, 11% less than 


45 hours, and 86% about 45 hours a week 
7. During the last year about 12 firms have adopted the 5-day week 











he leading article in Business last 

month on the Five-day Week ex- 

cited much interest and comment 
among business executives in widely 
varying industries. There is every 
indication that the subject will be very 
much to the fore during the next two 
or three years. 


From its social aspect the recent 
interest in the 5-day week has been 
stimulated by the desire to put more 
men to work and so to reduce unemploy- 
ment. But the whole crux of the matter 
is that the socially minded person and 
the business man consider the 5-day 
week from diametrically opposed points 
of view. 


The business man says: Can I intro- 
duce the 5-day week in such a way as 
not to decrease my production, not to 
increase my costs, but rather to gain 
both in production and in lowered over- 
heads by the human and mechanical 
effect of a shorter week? The politician 
and the theorist, on the other hand, 
says: Can we, by reducing the 5-day 
week to 40 hours, keep up production 
to the old 44-48 hour standard by the 
simple process.of employing more men? 
In this latter case, of course, the prob- 
lem at once arises: Will you pay the 
additional number of men the same 
weekly rate of wages? If so, you simply 
increase the costs of production, and 
therefore prices, so you gain nothing at 
all. On the other hand, if you reduce 
wages to correspond with the shorter 
working hours all you do is to spread 
the same amount of wages over a larger 
number of men. The purchasing power 
of the community is not thereby 
increased, and, moreover you run up 
against the fact that the worker will 
not, without a struggle, take a lower 
wage for a shorter week, 


The practical business man will say, 


he must say, that the 5-day week of 
40 hours is a delusion if it compels him 
to keep up his wage rates and increase 
his staff, or if he must pay the same 
wages for his existing staff working 
fewer hours and therefore producing less 
work. In each case he increases his 
costs and must therefore increase his 
prices, an action which is not practical 
business as things are to-day. 


The following comments from leading 
business men are interesting. They 
show that business is working on this 
problem in its own way, that there are 
many considerations to be borne in mind 
and many angles from which this 
subject must be approached. Without 
question there is a rising interest in the 
5-day week. It is a subject on which 
the progressive business man must keep 
himself informed. 

© 


Sir Percival Perry 


Chairman 
FORD MOTOR CO. LTD. 


says /— 

e believe in the five day week 
WV eca we believe in the value 

of recreation and leisure for our 
workers. It has always been our policy 
to work full steam ahead when the job 
is on and to tolerate no slacking or 
half measures. But we do not believe 
in working all the time. We have found 
that men work better if they are enabled 
to enjoy a certain amount of leisure 
The free Saturday and Sunday give 
them that leisure in an agreeable and 
convenient way. 


It has been our experience that many 
men will put that leisure to good use if 
there is enough of it. The man who 
works all Saturday morning and knocks 
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off at mid-day is content to go as a 
spectator to a football match in the 


afternoon and there his enterprise 
finishes. 
whole of Saturday to himself is more 
ree to play a game or to take up a 

obby such as gardening or carpentry, 
thus making himself 4 more nc 
citizen and to securing for himself added 
interests in life. 


Incidentally, the communi i 
through shorter working beans bee 
the man with a certain amount of 
leisure has time to spend more than 
the man with little time to spare, and 
a man who spends more, if he is the 
right type, is opt to make still more 
capital to replenish what he has spent. 


© 
Geo. A. Hensher 
Chairman 
GEORGE A. HENSHER LTD. 


says :— 

j = article in last month’s Busr- 
NESS on the Five-Day Week in- 
terested me very much. During the 

last two or three years I have held 

strongly to the opinion that by reduc- 
ing working hours we should solve one 
of the greatest problems of the age. 


Let me say, however, that I differ 
from you on one or two of the major 
points of your article. What you con- 
sider to be a bad point; i.e., the extra 
cost of production which of course 
would bring about higher prices, I con- 
sider to be the very thing that every 
manufacturer is waiting for. While 
prices are at their present ridiculously 
low level it is obviously the time to 
introduce a system whereby the great 
majority of the unemployed would be 
absorbed and by this means automatic- 
ally increase the spending power of the 
masses of the public. 


At the same time it is essential to 
keep wages at the same level, or if any- 
thing to raise them a little higher. The 
only danger I can see is a possibility of 
it affecting our export trade, but this 
danger could be avoided by an intelli- 
gent subsidy. 

The present Labour Exchange is an 
unwieldy institution making only the 
distribution of money to the un- 
employed. It is entirely useless for the 
purpose for which it was originally 
cai that ae act as an employ- 
ment bureau. e present f 
be abolished. E pia 


In many cases throughout the country 


But the man who has the 


i 



















| Quite apart from wages there are 
| Many factors of PRACTICAL 
| ORGANIZATION which every 
business man must examine in 
lation to his own individual con- 
tfore he can introduce a 
Week” plan of working. 
these organization factors 
gathered from the 5-Day 
eek. article published last month. 















ur Exchanges occupy important, 
positions in main roads. [If these 
sold or leased they woul bring 
arge revenue to the Government. 
\s an alternative to this plan the Ex- 
hanges should at least be relegated 
unimportant back roads where 
-rents and other upkeep charges are 
<> lower, — 
= The amount of money extravagantly 
<o spent on maintenance and rentals of 
these. exchanges would probably be 
-much more than sufficient to cover the 
ost of any subsidy required to make 
ood the difference in wages caused by 
shorter working week, so far as the 
xport trade is concerned at any rate. 
e simple business of issuing the 
e'’ I consider should be done either 
h the banks or through some 
e financial institution such as an 
insurance company at an agreed econ- 
comical percentage. 
The worker, perforce, spends nearly 
othe. whole of his earnings each week, so 
< obviously the spending power of the 
- mation would be increased by the 
-increased employment, and the wheels 
of industry would begin to revolve 
ata steadily increasing pace. 
If, of course, an intelligent reduc- 
tion. of working hours were achieved 
internationally, the necessity for a sub- 
_ sidy to our own export trade would be 
3 removed. 
In short, the reduced working week, 
asing commodity prices alone 
nderful thing for every 
‘retailer. But what 
‘at the moment: A 
mic conference con- 
isiness men along 
ommon sense and 


















conducted by the Politicians. And 
some degree of international disarma- 
ment would, I consider, reflect immedi- 
ately to the benefit of business. 


Or 


Howard W. Chivers 
CHISWICK PRODUCTS LTD. 


SaYS <-— 
she factory organizer who is consider- 
T ing the introduction of the 5-day 
_ week faces one of the most fascinat- 
ing and interesting problems industry 
has to offer at the present time. Speak- 


ing generally it is accomplished by three 
methods :— 
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Mr. Chivers is a well-known factory 

organiser with fourteen years’ experience 

of the Five-Day Week with three 
different companies. 


FRIAR A AEA Temen re nirera RMA LAA ANH lara era 


(1) The “spread over” system which 
spreads the normal working hours 
over 5 instead of 5a days. 


The “‘spread-over’’ over longer 
periods as arranged in 2 of our 
well-known chocolate houses, 
giving one free Saturday in four. 


The problem of putting the 5 
day week into practice by reduc- 


(2) 


(3) 


ing the 48 hour week to a 44 or. 


45 hour week, without reducing 
the total production customary to 
the 54 day week, and without 
reducing the earnings of piece- 
workers or time-workers. 


Simply stated, the question for the 
executive is: Can we accomplish in 55 
minutes, without undue fatigue for our 
operatives, the work that has previously 
taken one hour to perform. Can we do 
this consistently from Monday morning 
until Friday night? Hf so, we have 
gone all the way towards solving our 
problem, except for other factors pre- 
venting. 

These factors are those conditions 
peculiar to every individual business 
that can only be solved by each 
individual executive after careful con- 
sideration of how mer action would 
affect : 


(1) Customers for whom they 
produce 


(2) Firms and outside. agencies 





ofa ka rest, y yona ; 


rhom. their actions. may. be. ees 


be worked = aesaet rün. 


Organization and. propor. plenair 
will, in most industries manulacturing _ 
general utility Hnes, enable all 
to. be cleared on Friday night i daste v 
by Saturday mid-day. ne 

The benefits accruing ‘to all worke 
in the industry, including ex 
administrative, and clerical 
numerous, and spose rece 


























on one week-day i in “en ah 
having tor lose time fr 
oe D 
having t to ra hi 4 
last minute customer $08 
4. The ability ta: 
much more thorougk ) 
otherwise be possible. 
5. Able to visit a Ë 
matinée performance and Avo 
night rush. 








bed, and p prob £ 


Te Those — 
modern cone 


ment as apres ne. 


8: The great advantage: ataei ae 
to play a game either singly or as ao 
member of a team, and beng al your = 
best, not having had to ‘Spend your 
morning in either a factory. or an ¢ 
and rush off to lunch; ee and eaten 
a train. e 




















































Bank _ Danese en. the up-gré 
siness _ local budgets 


Affects oe a a J a 
American banking crisis has over- = as O A mD I EE -large proporti 

dowed all business developments = AP R L debts. will- ha 
ig the last month. Here we are AT REED Ang aetiecg ta | se scaled down o: 
ed in considering vhal—————————————-—EE=[=[=[====_ way that the 

1 be on the trend of busi- money crisis must have a lowering effect up the debts 
hat immediate effect it may on Amierican trade volume for some ihe centre. A 
the policy of the individual months. You cannot «close down will have to l 
iness in this country. = = onani of Pae restrict e circula i ia oai 
‘siine the la PO ee tion of money and tie up the working ‘4:5 tr 
king the Tong view, Ps Amencan capital of businesses and individuals and her consul 

not recover until all the {8 banks and frozen stocks without ployment can 
ave been removed, weak decreasing trade, increasing unemploy-  readjustments 
„and all necessary re- Ment, and diminishing production. been made 
America had togo Far from sh 
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EASTERN. © DISTRICT: > 
Weather conditions are good. 
for agriculture, but there has 
been little noticeable change- 
in the position. Depression 
is still rife. On the coast fish 
landings are well up to aver- 
age, but there is little in- 
crease in the demand and 
prices are poor, 

MIDLAND © DISTRICT: 

The improvement in most 
sections of the steel trade has. 


vr Ze 

see eee. 

E. SoM 
paraanin a re aieiai ada anae maniim amai 


UAA take PA FA eb PRT OE ON a ste ee e R 


Ar erica, itself and by. the international 
financial authorities, especially in Lon- 
don. There was no panic selling of 
securities or commodities, no violent 
fluctuation in exchanges, and no reper- 
cussions at all on this side of the ocean, 
In fact, it now looks as though America 
is about to tackle all its ‘‘bad spots’’ 


more Sey and Papell Pan 


èv ver before. -o 


morë ‘'supp 


bave teld back her recovery. — Ever 
now there is Sanger that she will tr fot 
ort’? with the same result. | FE 
‘But hard facts are bound to make her 4 | 
tackle her “bad oe one by one and ae nE 
clean them ap | ae 


Barter By 


The Millions 


=: began in Salt Lake City a couple 


; > years ago. and has since spread in many 


4 


e "But there a ite o other y 
riving at Pacheally e 
: Se bt, Senet 5 


, club dues, and choo! “fees” are m 

PA in wheat, and millers take gain —— 

in return for grinding. ‘In Seattle more | IMDOD 
than zo barter organizations have a| TEMES 


. pte. deepening. of the depresion in S 43 
oE America naturally gave a good dealof | ti 
q impetus to the barter movement which | 


i i Wi a i Sh SB 


2 membership of over 50,000. In Cali- | ee 


fornia and Washington State it has been | o 


Now velo how will the U.S.A. boob 


t Y lems. 
policies? 


affect our individual business 


a I y “period a fioancial 
I er decrease in purchas- 
apacity ee ere aii a 


found necessary to open State organiza- 


tions to deal with barter. At the end of | ee 


”' exchanges such — OF 
y started eaten he e Daily E ix press 


last year it was estimated that there |, rao fo 

“were. 40. barter exchanges operating i a 

- 29 different. States. ; ZN 
In this country barter has so = only 1S so 

been discussed, except io “Give and |= 40 i 

: the one 
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ne of the great needs in the 

direction of “‘better service to the 

customer’ is that of quicker 
methods of getting out orders. This is 
particularly the problem of the depart- 
ment store, of the wholesale house, and 
of the manufacturer who deals either 
direct to the consumer or through a 
large number of retailers. 


In one big concern six months ago the 
order system was giving trouble. The 
products manufactured were mechani- 
cal spare parts for various types of 
machines, and it was found that orders 
were being delayed sometimes by so 
much as six or eight weeks. Complaints 
were rife and it was obvious that some- 
thing had to be done. The concern 
happened to be one which was otherwise 
extremely well managed. The trouble 
therefore quickly came to the notice of 
the general manager. This executive 
was concerned chiefly with broad pro- 
duction management problems of the 
firm, but he tackled the trouble just as 
he would have tackled a hold-up in one 
of the factories. He put all his other 
duties more or less on one side and 
spent three consecutive weeks in the 
order office. 


As a result of his intensive study of 
the problem and the co-operation of 
certain firms skilled in tackling convey- 
ing problems, a new system of dealing 
with orders was evolved. This system 
came to set a new standard of manage- 
ment in the matter of handling and 
getting orders through their normal 
routine. 


The plan secures (a) time control at 
each stage; (b) the elimination of mes- 
senger delays; and (c) practical singte 
time control of system by a clerk-in- 
charge. 


Instead of Delay, Orders now 
Flash Through the Office 
Anybody who has been responsible 


for getting orders, and particularly in 
dealing with orders for mechanical spare 


3 HUNDRED ORDERS a DAY 


Yet All 





FILLED and 


DISPATCHED by 5 p.m. 





The Stores and Dispatch depart- 
ments of this concern functioned 
properly, yet orders for lists of 
spare parts were delayed. Custo- 
mers complained. The trouble 
was found to be in the office. A 
new. system of ROUTING was 
therefore installed. Every order 
now gets an eight-hour straight 
run through, there are NO delays 





parts, knows very well that more delay 
is often occasioned in the office and in 
the packing department than in the 
stores. It was so in this case, and this 
was the side of the order system, there- 
fore, which the general manager decided 
to tackle first. 

As a result of his planning, it may 
fairly be said that the spares order 
department looks more like a factory 
section to-day. Here is the whole 
handling plan in detail. 


An order is received at the office and 
passed to the order section. It is handed 
to a girl at the head of the line. She 
is seated at a broad desk at the top of 
the room, slightly elevated, so that it 
commands a view of the whole room. 


This clerk-in-charge interprets the 
order, puts down the proper part num- 
ber and indicates the trade discount. 
She then passes the order to an assistant 
seated directly opposite, within arm's 
reach. She prices out the order, takes 
off the discount, adds packing, crate, 


By E. T. NICHOLLS 


and carriage charges and totals up the 
order. 

The order then passes to a second girl 
clerk who gives the order a distinctive 
number (of which more later) and who 
also takes a daily record of all orders 
received. The order is now passed 
to a girl who transfers the informa- 
tion on a card-index, filed alpha- 
betically. 

After these two records have been 
taken the order is passed back to the 
clerk-in-charge, who time-stamps the 
actual order. 


This Coloured Light System 
Regulates Typists’ Work 


This clerk-in-charge controls the 
order typists, of whom there may be 
four to eight, by means of a row of 
coloured lights ranged along the front 
of her desk. When she has a batch of 
orders that have been recorded and are 
ready for the typist, she puts them on 
a conveyor belt which runs from her 
desk towards the typist, switches on 
two coloured lights—one on her own 
desk and another of corresponding 
colour on the order ist’s desk. 

When the light goes up on the typist’s 
desk the order is already travelling 
down to her and she is thus warned to 
take it from the conveyor and to switch 
out her own light. When the typist has 
done her orders and wants more work, 
she indicates the fact by putting up her 
light, which shows the clerk-in-charge 
that she is ready for more orders. 


The order typist now types the detail 
of the order in septuplicate. 


The seven copies typed, each on 
paper of a different colour, are as 
follows: 


t. Customer's invoice 

. Duplicate of invoice for accounts 
department 

. Copy for general file 

. Copy for credit section file 

. Advice note to customer 

. Stores attendant’s copy * 

. Stores order copy 


N 
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ie 
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The typist also does the address 
labels, one adhesive and one tie-on. 
' This batch of copies the typist now puts 
. on the conveyor line again. It is taken 

off lower down by a girl who checks the 
Invoice to see that the additions and 
discounts are correct. On large orders 
calculating machines are used. 


This clerk time-stamps the last copy 
(stores order copy), attaches the stores 
attendant’s copy, and places this on top 
of the batch. She now places the batch 
in a tray on the roller conveyor running 
into the stores. Here they are received 
by a clerk who detaches the stores 
attendant’s copy, leaving it in the tray, 
which is then put on a rack for collec- 
_ tion and attention by the storekeepers. 
The remaining portion of the order is 
filed in an alphabetical rack at this 
point on the line. 


The storekeepers now fill the order 
and return the tray with the necessary 
to the same girl at the stores end 
of the conveyor line, who restores the 
remainder of the pad and passes the pad 
and tray to an inspector for examina- 
tion. The inspector checks the order to 
see that it is correctly executed, and 
passes it on to the return roller conveyor 
line. The tray next comes to a girl clerk 
who records the amount of the invoice 
on a calculating machine. This addi- 
tional record gives a daily record of the 
value of the orders dispatched. 


At this point the stores order copy is 
again time-stamped, thus giving a 
record of the actual time that the order 
was in the stores. The same clerk.now 
splits the order in two—the stores 
attendant’s copy and the order copy. 
The advice note and the labels she puts 
back in the tray with the goods to be 
passed down on the conveyor belt to 
the packers. 


The packers are controlled by the 
same clerk-in-charge as the typists, and 
also by means of coloured lights. Each 
girl who packs a postal package is 
seated at a big, roomy table, with all 
accessories logically arranged around 
her. Like the order typists, the girl 
packers indicate when they are ready 
for more work by switching on the light 
by the table. 


Red Light Warns Packers of 


Heavy Goods en route 


If the spare is a heavy part and 
requires crating or casing, a red light 
tells the men packers that goods are on 
the way to them. When the packers 
have completed a parcel they place it on 
a conveyor belt, together with the stores 
order copy and the stores attendant’s 
order copy. These all travel to the 
postal department, which weighs and 
stamps the packages ready for dispatch. 
The two copies of the invoice with the 
goods are collected from the conveyor 
at the postal section and, by means of 
an overhead conveyor, are returned to 
the head of the line. From here they 
are forwarded to the telephone office for 
filing purposes. Why, you ask, should 
they be sent to the telephone office? I 
will explain that in a moment. 


After the goods are packed, the tray 
is put on the return conveyor belt and 
travels back to the stores section, where 
it is neatly tipped off from the conveyor 
by a stop-board and stacked. 


Though Vastly Increased 
Efficiency, No Extra Labour 


So far we have dealt with the stores 
section of the order pad. But at the 
same time that this was put in the tray 
with the goods, the invoice part of the 
pad was put on another conveyor belt 
and travelled down to the postal 
section, where it was split up and each 
copy forwarded to the appropriate 
department. 


It will be observed that apart from 
the small conveyors used this method 
of dealing with orders does not require 
additional labour. As it shortens the 
time necessary for dealing with orders, 
it should require a great deal less labour 
than the ordinary systems. 


In the case of the company con- 
cerned, however, their business has 
expanded so continuously during recent 
years that they retain their whole order 
staff to cope with increased business. 
Were it not for the new system, how- 
ever, in busy seasons they would not 
merely be late in their orders, but they 
would require to employ further people. 


At the present time this system, 
which does not require more than a 
dozen clerks, most of them unskilled, is 
capable of dealing with three hundred 
orders per day. But speed is not every- 
thing in an order system. Accuracy is 
quite as essential. The general manager 
secured the sequent idea through an 
entirely new filing system. 


The correspondence is filed numeric- 
ally on the basis of a reference number 
given to the order. This number is 
stamped in very large figures on the 
actual order, along the extreme right- 
hand edge of the paper. This number 
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on the actual order is the key of the 
whole filing system. All subsequent cor- 
respondence has to bear that number. 


At the same time it will be remem- 
bered that the order was entered in an 
alphabetical card index on receipt. 
There are thus two methods of refer- 
ence: (a) through name by the whole 
of the alphabetical card-index, and (b) 
by number through the order file 
system, 


Having mastered these two very 
normal filing methods as in use, we may 
now follow the catapult conveyor which 
we left whizzing the stores part of the 
order pad to the telephone office. 
Here the stores attendant’s copy and 
the stores order copy are filed, the 
first alphabetically and the second 
numerically. 


Tells Instantly How and When 
an Order was Dispatched 


Inquiries from agents, retailers, and 
even customers are very often phoned. 
Suppose, an inquiry comes as to why 
Smith’s order, which should have left 
you yesterday, has not been received by 
the irate Brown. We go to the alpha- 
betical index which gives us our refer- 
ence number. Under the reference 
number we find the stores order copy 
This copy shows us by its time stamp 
when the orders were dispatched, and 
the typed details tell exactly how they 
were dispatched. 


Suppose that the stores order copy is 
not in the telephone room, then it 
follows absolutely that the goods have 
not yet been dispatched. 


If the stores find that they have not 
got the goods in stock, the whole pad 
is sent to the progress department which 
takes in hand the filing of the order. 


Every order is cleared out of the 
stores by 5.30 of the day of receipt. 
The system makes that not only 
possible, but absolutely easy. 





By means of our new alphabetical index we can tell a customer, 
the moment he phones, exactly how and when his order was 
: dispatched from our works 
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These are— 





BUSINESS for API 


TIME and MONEY-SAVING WA’ 
of STOCKTAKING 


If the business is held up or disorganized, even 
for a time, by stocktaking, it is a sign of wrong 


stocktaking methods. 


The plans described 


here will avoid confusion and delay and will 


cut the cost of the inventory 


ven in these days, when the labour 

of almost every office and works 

routine job is enormously reduced 
by mechanized equipment and’ modern 
methods, one still finds firms for whom 
stocktaking is a time of nervous strain 
and disorganized work. 


Only last year a firm with which I 
came in contact was in a panic over a 
valuable of platinum for making 
electrical contacts. Stocktaking showed 
that the parcel was missing. All hands 
were put on the job to find it. I believe 
even the floorboards ofsthe stockroom 
and other places were going to be pulled 
up, when someone discovered the miss- 
ing parcel in a junk cupboard in the 
testing laboratory—where it had been 
put for safety! 


Another firm, quite a small concern, 
too, I found considerably bothered over 
the loss of six miles of phosphor bronze 
wire. This valuable item showed up 
all right in the purchase ledger, but 
from that point it had vanished. It 
was nearly a week before the wire was 
finally discovered in the store-hut on 
a job out in Norfolk. 


To-day there are many firms where 
the inventory is virtually a daily or 
weekly job. Punching, sorting and 
tabulating machines give figures speed- 
ily and accurately and enable such a 
close check to be kept on stock that the 
annual physical inventory can be a 
much quicker and simpler affair. 


Equipment which speeds work 

and gives accurate control 

Gone are the old stock books and 
cumbersome sheets which, after a few 
handlings in the stores or works, be- 
come almost illegible. In their place is 
the card index, flexible, capable of un- 

ited expansion, compact to read 
and enter, and which shows at a glance 
the balance of stock in hand. 


Storage accommodation, too, has 
undergone a change. Portable bins, 
tipping receptacles for small parts and 
steel storage racks now work in con- 
junction with lifting trucks and run- 
about cranes, so that one man can 


handle four or five man-loads in a frac- 
tion of the time. 


Standardization of racks and bins 
makes a big saving in time in stock- 
taking. If it is known, for instance, 
that a compartment holds 5,000 of a 
particular part and it is half-full, it is 
safe to assume that the stock is 2,500. 
Such a part would be so inexpensive to 
make an error of a hundred or so imma- 
terial. 


A definite location for every item 
saves a lot of searching. The compart- 
ment or bin can be given a number, 
which is also entered on the stock card, 
enabling the stock clerk to go straight 
to the stock without wandering about 
looking for it. 


Some firms, in addition to a stock 
card, have a tally card affixed to each 
bin. The card is ruled down the centre; 
in the left half is added the number 
put into stock and on the right the 
number taken out. Deducting one 
column from the other gives the total 
stock—a useful ‘‘at a glance’’ index. 


Many firms take the opportunity at 
stocktaking to clean thoroughly all the 
storage accommodation by means of 
a vacuum cleaner. This is one of the 
quickest and best ways of keeping valu- 
able stock clean all through the year. 


How Weighing Machines save 
both Time and Energy 


Taking a physical count of stock 
amounts to a fetish in some concerns. 
More time is lost in actually counting 
small and inexpensive parts than the 
whole stock of them is worth. It is a 
much simpler plan, and gives reason- 
ably accurate results, to judge quantity 
by bulk based on a determined bulk 
of an ascertained quantity. There are 
on the market useful weighing and 
counting machines which indicate on a 
dial the quantity or the weight of vari- 
ous kinds of goods. 


It is a wise plan to invest in one or 
more of these machines, because they 
will save a great deal of time and money 
during the year, and at stocktaking time 





economical-to-run 


With a small, 

truck one man can do the work of fo 

in less time. This factor enormously « 

cost of handling stock at inventory 
other time 











it is possible to hire extra mz 
from the makers to cope with an) 

Some firms take stock twice < 
but for many lines there is no n 
count them twice, as they pr 
move only once at a seasonal ] 
One firm avoids this second cot 
putting a dated red label on the 
age after the December stocktaki 
a dated blue one after the July 
If any stock is taken from that p: 
the label is removed as an ind 
that a count in the next stocktaki 
be necessary. If the label is int 
count is necessary and it can be s 
a glance how old stock is and wt 
preciation should be allowed. 

The stocktaking period is a ti 
getting rid of old stock. It is ext 
nary how people will hang on 
things in the belief, or hope, tha 
will ‘‘come in useful” some time. 
time never comes, and money is t 
in stuff which depreciates ever) 
and which costs more money i 
and overheads. 


Scrap what you can; you \ 

save money 

Turn out everything which 
actually usable or saleable. If 
not fetch a scrap price throw it 
because it will only eat up exper 

Depreciated articles or parts : 
be put aside and a day or two di 
to their careful examination to 
anything can be done to make 
good stock. One firm organizes a : 
repair department at stocktaking 
especially to renew or repair a 
which are worth salving. 

So far as stocktaking personnel : 
cerned, only those who are conv 
with the articles being handled ; 
be employed. Otherwise all kir 
ridiculous errors will be made ar 

(Continued on page 33) 
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MARKETING — SELLING — ADVERTISING 


\ 





THESE “AREA STATISTICS” - =< = 


give us accurate SALES CONTROL 
Over the Whole Country 


he uses to which we put our 
Bpa] sales figures, both by 
“ps and for individual lines, 
eady been described. But such 
nal sales form only one part of the 
rds which must be examined in 
etail for research purposes. - 
tion, an important duty of our sales 
department is to examine travellers’ 
sales figures. Travellers are paid com- 
mission on these figures, so we are 
naturally concerned the whole time to 
be sure that every man is pulling his 
weight. 


We have found over the past few 
years that territories continually have 
to be changed. It is a sign of life in 
a business that as fresh outlets are 
exploited, as prosperity shifts from one 
part of the country to another, so the 
concentration of travellers in different 
districts, and the further use of 
specialist travellers to call on particular 
types of account, is extended. Such a 
broad economic Change as the shift of 
population from the North to the South, 
combined with the general increase in 
prosperity in the new manufacturing 
districts of the South and East of 
England, has naturally led to a greater 
exploitation of this part of the home 
market. 


Area Sales judged relative to 
total average levels 


Every time a ground is changed we 
calculate the monthly trade for the pre- 
ceding twelve months for the accounts 
on the new ground. These figures are 
required for comparative purposes, so 
that month by month we can see how 
each man’s; twelve months’ moving 
total is wing up. The results are 
expr n line charts grouped accord- 
ing to the administrative areas in which 
the travellers work. This frequency of 
ground change has meant that long- 
period comparisons of trade in different 

of the country are made very 
difficult, though in any case this is only 
half the picture. We must not only 


By HUGH WEEKS, M.A. 
of Cadbury's, Bournville 


know whether sales are rising or falling, 
but whether sales are at a high or low 
level relative to the average for the 
whole country. 


Such a comparison can only be made 
on a sales per head basis. We take 
sales per head because we regard every 
person, man, woman or child, as a 
potential purchaser of chocolate. 

The first job was to determine the 
areas for which we would take out 
these special figures. We decided that 
as far as possible these should be the 
buying areas into which the country is 
naturally divided. The definition of a 
‘‘buying area’ is a district in which 
practically all the trade in the shops in 
the area is done with people resident in 
that area. In calculating sales per 
head, it would obviously be unwise to 
take a small concentrated district in the 
centre of a large town. Most of the 
purchases in these shops would be made 
by persons living outside the district. 
The sales per head figure would be very 
high at the expense of the sales per head 
figures for the surrounding suburbs, and 
comparison between this central district 
and even the central districts of other 
towns, let alone with smaller towns, 
would be quite invalid. On the other 
hand we did not want to choose buying 
areas too large, since we wished to 
keep to units which could be closely 
controlled. 


At this point other research methods 
were sometimes necessary to find out 
the natural limits of these buying areas. 
Our first line was to ask our travellers. 
They knew generally whence the 
customers were drawn who shopped at 
the shops on which they called. Beyond 
this in a few cases special research was 
necessary, either among retailers or 
even among customers, from which we 


soon found it possible to establish broad 
principles to guide our delimitations. 
We started with the largest towns, 
and while isolated large towns pre- 
sented little trouble, we found that we 
had most difficulty with the large 
industrial areas such as those in Lanca- 
shire and Yorkshire. This was success- 
fully overcome by combining some of 
them.into natural economic areas.. We 
proceeded to smaller towns. Below a 
certain size so much of the trade was 
done in the neighbouring market town 
that we did not go below a certain fairly 
large limit. “The remainder of the 
country was split up into rural areas, 
again as far as possible self-sufficing. 


This analysis gives the sales per 
head of population 
Even on this basis certain possibilities 
of error are possible in making com- 
parisons. Most of the wholesalers’ 
activities were restricted to the buying 
areas round the larger towns, but there 
were many cases of wholesalers located 
in the towns who worked in the sur- 
rounding country districts. This was 
just one of many causes which tend to 
make the level of sales in large towns 
higher than for rural districts 


We then gave each area a code num- 
ber for analysis purposes, and every 
account in the country was allocated to 
its area and given its code number. 
This is how we made the analysis. 
Every invoice has two code numbers. 
One is for the traveller’s ground to 
which the account is allocated, the 
other is for the research area. Invoices 
are analysed in the main trade groups 
to which reference has already 
made, both by travellers’ territories and 
by research areas. 


Totals are compiled every month for 
each group for each of the areas, and 
since sales in the areas each have their 
own peculiar seasonality, some form of 
correction has to be adopted before the 
figures can be used. The simplest 
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well laid out, this book- 
ins no single word of selling 
eneath each illustration is a 
ely explanatory paragraph. This 
Sarto booklet, of course, is being sent out to 
manufacturers who might. be able to 

ase the moulded product in conjunc- 
cooo ton with their own: lines, but the fact 
that it is devoid of sales talk makes 
it doubly. appealing from the purely 
-oo interest point of view. It commands 
attention from manufacturers and the 
-general public as well. Manufacturers 
ean judge, from the enormous range 
ae ale oo whether they can make use 


: : ee it as a component, 

-~ THIS PICTORIAL LETTER 
ee CORNERED LOCAL TRADE 
A small town sports dealer literally 
amazed his local colleagues by 





o using a circular letter which cost him- 


= — about £16 for 500, exclusive of postage. 
o Thi letter was a four-page affair. The 






re of a group of sports goods repre- 
nted in photogravure. 





middle spread carried an almost life-size - 


: ‘The picture. 
-occupied the full space, bleeding off at 
Soe the edges, and was a really striking pre-. 
sentation. The letter-head on the first — 
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An entirely new way of 
selling paints by using in- 
stalment payments as an 
inducement to the public 
to spend money on house 
decoration is being profitably 
used by a well-known paint 
manufacturer. This is a 
specimen of the advertising 
used to put the scheme 
over. A further description 
of the plan is on page 9 


ra 


and the letter itself was composed by l 


an expert. Here is a draft of the letter: 


March, 1933 
Dear Si, 


What will you be needing for games this summer fh 
, 80 lo 


Lists are uninteresting to read in a 
avoid irespassing on your time with lines and lines of 
typed suggestions I have, on the middle pages, pictorially 
suggested a few of the things you may want now that the 
good weather {$t 18 hoped) $3 coming. 

Incidentally, this was a difficull photograph to 
arrange. The Springbok provides every item Jor in 
every sport and recreation indulged in to-day. Obviously, 
much too great an assembly of goods for a single one 
graph. The problem was: What to leave owi? Much 
more had to be omitted than included. 

However, if you will be good enough to bear in mind 
that ihe Springbok can provide EVERYTHING for 
athletics, I shall feel that the shortcomings of the photo- 
graph are compensated. 

Whether for a single tiem of equipment, or for any 
bulk guantity, small or large, I can give you terms which 
I am sure you will agree, are not oblainable anywhere 
else in this neighbourhood. 

you would like me to call and diseuss any potni 
with vou hersonally I shali be here to answer your ring 
to Sevenoaks 1048, 


in the meantime, I am, 
Yours fatthfully, 





WHICH HAVE a 
INCREASED SALES 














Note that there is an almost complete. cs 
absence of sales talk. It is a kuman 
letter carrying the reader on to the pic- 
ture which is so finely done, photo- —_ 
graphically, that it is more eloquent > 
than talk. This letter has already cap- 
tured contracts from nearly every local. 
school and club, and the value of any —. 
single one of these is away ahead of the _ 
cost of the letter. In addition, the re- ` 
sponse by private customers is over m Bes 
per cent. eS 


SALESMEN MAKE GOOD | 
USE OF SATURDAYS — 
or attempting to` ‘sell to 
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salesmen in most trades,- On 
ing a speciality line to. groce 
the plan of sending out the 
not to sell to retail customers on $ 
day but to help the retailers tos 
this their busiest day. Each 
arrangements were made with- selec 
retailers to allow the salesmen t 
in the shops a small demo: 
table, and from mid-day till closi 
time to demonstrate and sell t 
ality line. Retailers welcomed 
because it cost them nothin 
made an interesting. display which 
attracted customers and at the same Ss 
time sold more goods. The salesmen 
were paid at a special bonus rate for 
the Saturdays, and the result was a 
definite increase in sales and enhanced — 
goodwill between the salesmen and their 
retail customers. BERG 





Can you use one product— 
to Boost Another ? 


n the spring of 1932 a textile house 
doing a mail order business mainly 
in house furnishing fabrics adopted a 


simple idea of using one product to 


boost the sale of another. 


Pattern cards were made up of the 
new season's fabrics for casement. and 
other curtains. 
arranged so that, while they did not 


actually match certain lines of fabric: 
sold for furniture upholstery and loose- 
“covers, they harmonized. with: mhos ee 
patterns. . À 


These were carefully. 


othe sam 


appropriately harmonizing curtain par oe 
tern cards were also sent, together with _ 
a well-worded. letter suggesting the ~ 
value of taking the furnishing fabric 


-and the harmonizing curtain. material 


at the same time. Ae 
By the end of 1932 this firm's. šla : 
of.curtain materials showed an increase : 
of 230 per cent over the previous year. 
Their. "heen r: 1933, campagn S 





































bout twelve months ago the Prince 
į of Wales urged observance of the 
truism, ‘‘Advertise or Bust”. Asa 
a slogan this expression has since been 
`o quoted by propagandists many thous- 
-ands of times. Repetition, however, 
< has not by so much as one jot robbed 
the injunction of its basic truth. Adver- 
tise or Bust. If this was a significant 
hallenge twelve months ago it is even 
re significant to-day. 
“o those sceptics among business men 
tho decry all slogans as mere quips 
pty of reason and unsupported by 
facts, let me emphasize that at least in 
the.case of this slogan there exists over- 
...whelming evidence of the truth which 
-les behind it. 
ooo Examine to-day a list of balance- 
sheets for the last twelve months as 
published by a hundred representative 
- firms. Divide the list into two parts: 
those that made increased profits over 
the few previous years and those that 
: made substantially less profits, or per- 
haps a loss. Then check the two classes 
against the extent of their representa- 
tive publicity campaigns. The result 
“will defeat any sceptic. 
But let me be even more specific than 
this. Let me quote a few actual in- 
< stances (the names of the firms can be 
= obtained from the Editorial office of 
:: Busrness) of firms whose business has 
literally been built up mainly through 
intelligent and courageous advertising. 
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an ordinary amount of business. They 
had an output of 1,000,000 to 1,250,000 
tiles a week, a quantity which repre- 
sented a mild over-production. 

This firm then decided to embark on 
a much wider publicity campaign em- 
bracing ‘a national daily paper—for a 
product such as roofing tiles, mark you. 
This departure certainly needed cour- 
age and foresight on the part of the 
firm. But it was amply justified. 

Within two years the firm had in- 
creased its output to 3,000,000 tiles a 
week—a total increase of three times. 
And even with this three-million figure 
the kilns are straining to keep pace with 
steadily increasing orders. 

This increase in business enabled the 
firm to open between forty and fifty 
new kilns, to buy new ground for fur- 
ther extensions and to lay foundations 
for a still bigger future. What is even 
more significant still, this great increase 
in production enabled production costs 
to be so lowered that foreign competi- 
tion in tiles was almost driven from the 
British market, leaving the home manu- 
facturer with virtually a monopoly. 
And this is an achievement secured by 
—intelligent advertising. 


From Disused Garage to Modern 
Factory in 7 Years 
ow another instance. Seven years 
ago: ` a nae started ina disused 


At this time when } 
at home and ab road is m 
hold strongly to the policy 
a FULL VOLUME | 
We have proved that this is a 
successful selling. 


Business Increased 
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he could afford to take out of the | 
ness until he scraped up enoug 
to take small spaces in na 

From this point busines: 
a greater rate, but be st 
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sible into advertising. 10 
private company, the concern: 
a huge modern factory on a 
site, and business is still incres: vis -e 





Twenty Times 

manufacturer: 

\ started- busin 
ing. For two years-o 
sold 3,000 pairs. After such ee 
he was persuaded to advertise: Wino — 
twelve months his business had multi 
plied twenty times. He sold “over = 
60,000 pairs of trousers. and opened: ERS 
new dealer accounts. 

In a subsequent twelve- monthly 
period the number of trade accounts 
was increased to goo, Eight years alter. 
the start of intelligent advertising the 
yearly sales had. risen to over 509, pooo 
pairs. Aa taa 
It is generally admitted that few. pre $ 
sent-day markets are more competitive 
than that of radio. Tt is dificult to 
increase sales with the pressure so great 
on every side. One of the best-known. - 
companies, however, by the belia nee 
of its advertising, increased the sales ol 
its products in the first three m oat 
last year by eighty A cent as s com ! 
with the Chant before. 
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CFFECTIVYE THAN 
; E CA TALOGUE 
nown firm manufacturing 
le goods for a wide variety 
‘has just issued an 8-page, 
thes, booklet which is not a 
e but an illustrated list of the 
ises to which its moulded pro- 
nm be put... Printed on art-paper 
highest grade illustrations, 
colour, well laid out, this book- 
ains no single word of selling 
eath. each illustration is a 
: tory paragraph. This 
: f course, is being sent out to 
manufacturers who might be able to 
 ouse the moulded product in conjunc- 
tion with their own lines, but the fact 
that it is devoid of sales talk makes 
_ it doubly appealing from the purely 
ae ‘interest point of view. It commands 
: attention from manufacturers and the 
_. Beneral public as well. Manufacturers 
tan judge, from the enormous range 
illustrated, whether they can make use 
ef the product, while the public, being 
made acquainted with this versatile 
product, become sufficiently interested 
to prefer and demand articles emhody: 
ae ing it as a component. 


ae -THIS PICTORIAL LETTER 
ESY -CORNERED LOCAL TRADE 
A small town sports dealer literally 
S amazed — his local colleagues by 
= using a circular letter which cost him 
about f16 for 500, exclusive of postage, 
This letter was a four-page affair. The 
_. middle spread carried an almost life-size 
ture of a group of sports goods repre- 
sented in photogravure. 
















sentation. The letter-head on the'f 
paee y was 3 drawn by a ‘well-known, a t 










ae The picture 
occupied the full space, bleeding off at 
.. the edges, and was a really strikin; pre- 4 
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An entirely new way of 
selling paints by using in- 
stalment payments as an 
inducement to the public 
to spend money on house 
decoration is being profitably 
used by a well-known paint 
manufacturer. This is a 
specimen of the advertising 
used to put the scheme 
over, A further description 
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and the letter itself was composed by Í 


an expert. Here is a draft of the letter: 


March, 1933 


Dear Str, 


What will you be needing for games this summer? 


Lists are uninteresting to read in a leiter, so. to 
avoid trespassing on your time with lines and lines of 
typed suggestions I have. on the middle pages, pern 
suggested a few of the things you may wani now that the 
good weather (41 ts hoped) ts coming. 

HRUN: this was a eae sper eye to 


is the meantime, I am, 
Yours faithfully, 





2 -M HICH H AVE | a 
INCREASED SALE 


of the plan is on page 9- 


‘this their busiest day. | 


attracted customers and at. the: same 






Note that there is an almost complete ; 
absence of sales talk. It is a kuman 
letter carrying the reader on to the pic- 
ture which is so finely done, photo 
graphically, that it is more eloquent 
than talk. This letter has already cap- 
tured contracts from nearly every local 
school and club, and the value of any — 
single one of these is away ahead of the 
cost of the letter. In addition, the re- 
sponse by private customers is over tu 
per cent. o 


SALESMEN MAKE GOOD 
USE OF SATURDAYS 


or attempting to. sell ‘to 

Saturday is a dead day fo 
salesmen in most trades. O 
ing a speciality. line to- groct 
the plan of sending out t 
not to sell to retail customers ot 
day but to help the retailers to 
arrangements were made ith. sele 
retailers to allow the salesmen to 
in the shops a small demo stre 

table, and from mid-day t e 
time to demonstrate and sell- 
ality line. Retailers welcomed 
because it cost them nothing 
made an interesting  displa 
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time sold more goods. The salesmen _ 
were paid at a special bonus rate for 
the Saturdays, and the result was a 
definite increase in sales and enhanced __ 
goodwill between the salesmen: and their o 
retail customers. oe 





Can you use one product— 
to Boost Another ? 


n the spring of 1932 a textile house 


doing a mail order business mainly 


in house furnishing fabrics adopted a 


simple idea of using one product to` 


boost the sale of another. 


Pattern cards were made up of the 
new season’s fabrics for casement and 
other curtains. These were carefully 
arranged so that, while they did not. 
actually match certain lines of fabric 


_ sold for furniture upholstery and. loose- 


‘the same lines is just starting, and a 


“covers; they harmonized. with those other subs ntial increase is ex] | 


patterns. TR 


appropriately harmonizing curtain oa 
tern cards were also sent, together with 
a well-worded letter suggesting the _ 
value of taking the furnishing . fabric 
and the harmonizing curtain material : 
at the same time. oe 

By the end of 1932 this firm’s sales 
of curtain materials showed an increase 
of 230 per cent over the previous year. _ 

Their Spring, 1933, Campaign along — 
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THIS 1007 FIREPROOF OFFICE 











This shows the fire-proof ledger card container both open and with top 


closed and locked 


conservative institutions so far as 

concerns the acceptance of new 
business methods and appliances, are 
to-day showing exemplary enterprise, 
perhaps even the qualities of the pioneer 
in their endeavour to achieve modernity 
and efficiency. 


Bion traditionally among our most 


A famous firm of bank engineers and 
safe manufacturers has produced a 
range of office equipment which is 
revolutionary, not only in its efficiency 
but in its completeness. 


The use of this new type of equip- 
ment is not by any means confined to 
banks, it offers the same advantages of 
economy and convenience to business 
offices in every sphere of trade. 


These illustrations depict one of these 
new installations of equipment. One of 
the most notable features of it is that it 
completes an ofñce in a space about 20% 
less than that normally required to pro- 
duce a given amount of work, 





In this view the ledger card system, calculating machines, working 
desks, etc., are shown open and ready for work. Contrast this 
with the space required for ordinary ledger posting 








THIS 
EQUIPMENT OFFERS :— 


© 


20% Reduction in Office space 

20-30%, Reduction in overhead 
and operating costs 

20% Reduction in office clean- 
ing costs 

50% Better Service to 
customers 


20-30%, Increase in accounts . 
provided for in existing 
premises 





This is of great importance to the 
business man and offers him the possi- 
bility of substantial savings in rent or 
in the purchase or building of office 
premises. 


In a matter of seconds only the entire equipment, just a 
with all the records it contains, can be made fire, burglar and 


Saves 20 to 307 


of 


Overhead Costs 


A main idea of this equipment 
do away with the necessity for 
safes, cupboards, filing cabinets, etc. Bs 
ingenious planning, this new equipme 
provides—on the spot where the clerk: 
need it—ledger safes, new ledges 
equipment, burglar-proof 
index files, calculating machin: 
ment and stationery, all made integra 
with, or adjacent to, working desks 


yu tsictle 


oners, ard 


equip 


Thus, in addition to saving spa 
time is also saved, as clerks do not ha 
to move from their places during work 
ing hours. Moreover, no time is occu 


pied night and morning in transferring 
books and documents into and 
strong rooms or cupboards la 
remote parts of the building 


At the end of the day, of course 
cords have to be put securely awa 
The lower right-hand picture 
shows how, by merely closing the cover 
of the various pieces of equipment, al 
material becomes automatically locked 
away—almost hermetically sealed 
fact. Once the equipment is closed, as 
shown, it is not only fully fireproo! 
also proof against damage by 
collapse of the building due to fire 


tron 


ited n 
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This range of new equipment is essen 
tially designed as a whole rodu: 


the greatest possible economies and prs 


tection in all directions and at tħe sam 
time to make the work of runnin; 
business as easy and efficient as 
sible. This type of equipment is app! 


cable to any kind of business 
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damage proof 
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BUSINESS for APRIL, 1% 


--- You might call them 


mese Forms Cut Typing Time 
50 PER CENT. 


t is remarkable 
how a single 
phrase can so 


impress one that it 
leads to actions 
which have far- 
reaching effects. A 
few months ago I 
came across the fol- 
lowing sentence when 
reading a book on 
management: ‘‘It 
is direct proof of 
mismanagement and 
lack of method in 
any business if the 
same information has 
to be written more than once for a single 
transaction.”’ 


For several days I thought this over. 
How much did my own business err in 
this direction? I would find out, so, 
keeping that phrase in mind, I checked 
over the whole organization. 


I found, as I had expected, that my 
business did not conform to the text- 
book. P 


The office routine, as it existed, neces- 
sitated the same information being 
written more than once in the case of 
most transactions. For example, when 
an order came in, the procedure was 
for three copies to be made of the par- 
ticulars: one for the stores, one for the 
dispatch-room and one for office use. 
When the goods were ready for dis- 
patch a form was sent to the accounts 
department, which prepared an invoice 
and delivery note. If the stores did not 
happen to have the required goods be- 
cause of some contingency, a further 
form was necessary to obtain stock 
from the works. 


This scheme had worked well for 
many years, but in the light of the 
new suggestion I set out to reduce this 
re-writing of the same information. 





I experimented with sets of forms 
and eventually devised a combination 
which covered every need. The first 
form was the largest and contained all 
the possible information required. This 
was the office copy. The second form 
was a combined invoice and delivery 
note, rather shorter than the first form. 
The third form was the stores order, 
shorter both in breadth and length, so 
that it carried only the particulars of 
the goods required and whom they were 
for, without particulars of prices, dis- 
counts and terms. The fourth form 
was identical to the third for the use 


of the stores should it wish to obtain 
goods from the works to fill the order. 
The fifth form was smaller still and 
carried only particulars of the destina- 
tion of the goods for the information 
of the dispatch department. The sixth 
form was smallest of all, being a label 
and carrying only the name and address 
of the firm to whom the goods were 
being sent. 


A week's trial of this set of forms was 
successful. Work was speeded up; no 
less than three typists were released for 
other work, and the percentage of cleri- 
cal errors was reduced as one checking 
saw the whole job through. The forms 
were actually very different from those 
previously in use. It was the fact that 
they synchronized in every particular 
so that they could be used in one oper- 
ation with the help of carbons cut 
to the required standard sizes which 
allowed the speeding up of the whole 
transaction. 


Quotation and order forms were the 
next to be made up in sets. Instead of 
sending half a dozen letters round, ask- 


That 





) 
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ing for prices, I substituted a set c 
eight quotation forms, the first six bein; 
identical and stating how a firm shoul 
quote, conditions of delivery, and ou 
terms of settlement. The seventh forn 
was for the office file, and the eight) 
for the department requiring the good 
for which quotations were asked. 


The order set was as simple to pre 
pare. The first form was the actua 
order, giving the terms under whicl 
the order was placed. The second forn 
was a copy of the first for the account 
department, to be checked against thi 
invoice when it came in, and the thirc 
a shorter form showing what had beer 
ordered and when delivery had beer 
asked for but with no particulars as tc 
price. This was for the stores depart: 
ment. 


The forms for both the quotation anc 
order sets wére printed on different 
coloured papers, and in each case the 
only actual typing to be done was the 
filling in of the names and addresses. 


The net result of the adoption ol 
these methods has been the saving of 
many hours of typists’ and executives’ 
time and a general speeding up of the 
whole business. Forms are ready for 
the various departments in half the 
time each morning, as no typist is 
dependent upon another for the inform- 
ation she has to pass on. 





Paper You Want 


.. . FOUND INSTANTLY 
By J. FOSTER | 


I must enter the rooms of at least a 

dozen important executives in vari- 
ous businesses every week, and I should 
hardly be human if L did not compare 
the different systems and methods I see 
in use. 

Recently a remark made by one of 
the business men I was interviewing 
set me to find the solution of a prob- 
lem which must be a constant worry 
in many executives’ offices. 


It happened that the man I was 
visiting wished to show me the speci- 
fication of a new type of lift he was 
thinking of installing in his building, 
but for the moment he could not lay 
his hands on the document. He rang 
for his secretary, who assured him that 
they were on his desk the last time she 
had seen them. After a search of some 
minutes the specifications were finally 
discovered in a desk-file which was 
obviously very little used. 

As my friend opened out the plan he 


|" the course of my business I suppose 


remarked with a smile: “I believe our 
filing system is as good as any to be 
found in London, and yet I often have 
difficulty in laying my hands on the 
papers dealing with current matters 
which have not yet reached the filing 
stage. Asa matter of fact, most of the 
matters with which I deal are more or 
less unfilable, because very few of them 
have anything at all to do with routine. 
I wish I knew of a method for keeping 
everything at hand and ready the 
moment I want it.” 


I was unable to help at the time, 
though the problem was one which 
often confronted me before. Ordinary 
filing is simplicity itself, and a clerk, 
secretary or accountant has little 
trouble in keeping track of the papers 
which come to his desk, because they 
all fall into well-defined categories. In- 
voices, statements, letters, estimates— 
all have their allotted resting-place. But 
with an executive it is different: his 
job is essentially not a routine one. It 


OFFICE PRACTICE & EQUIPMENT 


Time 


} 
! 


; 
is true that he deals with reports and 
ther papers of an easily filable nature, 
t much of his time is spent in explor- 
ing fresh ground and settling out-of-the- 
way matters which may only crop up 
once. The papers he handles cover 
every subject connected with the busi- 
ness. Some of them can be finished 
with at once and passed on for filing; 
others must be kept for constant refer- 
‘ence, sometimes for months on end. 


Is there, then, a method by which 
an executive can keep, for immediate 
reference, all the papers dealing with 
the many and various matters he is 
aandling, without constantly ringing for 
secretary or surrounding his desk with 
heavily cross-indexed files? 


I compared the methods of many 
executives who tried to keep papers 
ready to hand. One director had a tall 
nest of quarto drawers béside his desk. 
His system was to devote a drawer to 
each new matter as it came up, by in- 
dexing the front and keeping all papers 
pertaining to it inside. But I noticed 
that the indexing was not easy and 
that he sometimes opened half a dozen 
drawers before finding what he wanted. 


Another man had an alphabetical, 
slip-in file beside his blotting-pad, but 
it was not of great assistance because he 
often allowed papers to accumulate on 
top and then, in a moment of hurry, 
would then slip a bunch of them under 
the wrong index, simply to get them out 
of the way. 


A third business man made a resolute 
attempt to systematize his papers by 
passing them to a secretary whenever 
they were not in use, but this was not 
successful as, when the secretary was 
out at lunch, away ill, or in another 
part of the building, he was quite lost 
without her. 


For a fortnight I watched busy execu- 
tives search for private papers dealing 
with important matters. It is true they 
nearly always found them, but it usu- 
ally took a long search. 

It is a generally accepted truism that 
a simple plan works best. So it proved 
in this case. I discovered an effective 
way to keep papers handy, and the plan 
was simplicity itself. 

It was being used by an extremely 
busy man, who, in the course of a 
fifteen-minute talk with me, referred to 
a cutting from an Indian paper relating 
to tariffs, a new plan he had drawn up 
for packing fabric, a striking leaflet for 
winter cruises which had caught his 
attention, a new type of silk which 
could be printed on, an estimate for 
adding an extra floor to his building, 
a photograph of his New York office 
and a catalogue issued by one of his 
competitors. As he talked he produced 


for my inspection all these things one 
by one. Where did he keep them that 
they came thus readily to hand? They 
came out of the top drawer on the left- 
hand side of his desk, and after I had 
inspected the various items they were 
dropped straight back. That drawer, 
I saw, contained every paper, docu- 
ment, and other item likely to be re- 
quired for current use. 

It was a ridiculously simple plan, 
but it worked. That drawer was a 
“special’’. It was used for nothing else 
but to receive current papers. When- 
ever that director needed any import- 
ant item his hand naturally went to 
the left-hand drawer. Naturally, many 
subjects were filed there, but it took no 
more than ten seconds to run through 
the collection and to find what was 
wanted. When I remarked about the 
efficiency of the idea, he only laughed 
and said it was a pretty obvious way 
to keep stuff. 


This Plan Means 
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and Temper Savers - - 
but they Save Money too 


One advantage about a drawer of 
this kind is that, by constantly going 
through the papers, one never forgets 
any matter which needs attention, and 
by going through the pile first thing in 
the morning and last thing every 
evening it is possible to keep an active 
check on the matters of the day. Such 
a periodical éxamination, too, enables 
dead stuff to be weeded out and the 
remainder kept up to date. 


After having seen, as I have done, a 
whole office turned inside out and the 
nerves of several members of the staff 
almost wrecked by a hasty executive 
because some wanted document was 
hidden under a smother of papers, it 
was a revelation to see matters for 
reference produced as though by sleight 
of hand. Yet no such achievement as 
sleight of hand is n to enable» 
any executive to do it. Just one handy 
drawer in the desk—that’s all! ə 


Quick Dispatch of Letters 
and NO WRONG STAMPING 


ere is a simple idea which has very 
}much reduced the time neces- 
sary to get our letters to post. It isa 
plan which could be adopted by any 
concern with a fairly large mailing. 


Our letters for post come down from 
various departments to a central desk 
for stamping and dispatch. Here they 
are weighed by a clerk and each en- 
velope is marked with the appropriate 
stamp required. Formerly the letters 
thus marked were passed forward, in 
unsorted piles, for the stamp affixers to 
attend to. 

This caused quite a lot of confusion. 
Clerks affixing the stamps had to dodge 
from one denomination to another: 
three-halfpence, two-pence-halfpenny 
and so on all over the place. 

Then we had the idea that if 
all letters, when marked with the stamp 
required, were segregated into batches 
each calling for a definite denomination 
get a straight run through. Con- 
sequently we had the table separated 
into divisions, each division being 
marked in large figures denoting 14d., 
2d., 24d., and so on up to 6d. 

Now, as each letter is weighed and 
marked it is tossed into its appropriate 


bin. From these bins the stamp 
affixers gather the separate denomin- 
ations in turn and run straight through 
the batches, no matter whether they 
are stamping by hand or using a postal 
franking machine. 


This very simple idea has not only 
reduced the time taken for stamping 
by fully fifty per cent but we have 
found that it has also entirely elimin- 
ated errors in stamping. Formerly it 
was quite easy for a 14d. letter to be 
passed unnoticed through a franking 
machine set for 2d. stamps, and other 
mistakes in under or over-stamping 
were. common. 


The plan has thus saved us both time 
and money. 


This plan does not, ‘of course, apply 
to the bulk mailing of circularizing 
campaigns. These comprise letters of 
all the same denomination, but to 
prevent rushes of them jambing up the 
outlets of the ordinary post, as they 
used to do, we have allocated a separate 
table for all bulk mailings of this kind. 


The time saved on the ordinary 
mailing gives clerks more time to deal 
efficiently with circular letters. 
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SIMPLIFIES Typing 


Right: This ‘Collating Cabinet’ was designed by a 
professional shorthand-typist to enable work to be 
more quickly and easily done. Its use is claimed 
to save at least 50 per cent. of the time ordinarily 
taken to assemble letter paper, carbon and copy 
sheet. From this cabinet the operator simply draws 
each sheet forward in turn and slips the assembly, 
already aligned, into the typewriter. The appliance 
js American 


i A CN 





Left: These are two new British made appliances which the makers claim ar 
the most easily operated of any of their type on the market. The top one # 
a stapling machine which works efficiently down to the last staple on ever 
strip. The machineis fitted with rubber feet to prevent it slipping or scratchin, 
desk tops. It has also a staple guide and straightener which prevents clogging) 
The lower is a wire stitcher, by the same manufacturer. It is fitted witha 
adjustable paper gauge enabling stitching to be done in any position up to 3 
inches from che paper edge 


p 
Copies WITHOUT CARBONS 


Below: Here is a typewriter fitted with a manifolding attachmer 









Two which enables copies to be taken without the use of carbc 
New sheets. This attachment enables a standard machine to use cor 
tinuous stationery. A pack of continuous forms is placed at tr 


rear of the machine and fed round the platen, the continuot 
ribbon being interleaved between the forms. The machine 
then ready for use. Everything else is taken care of automatically 
so that the typist is free to devote her whole attention to typ’ 
From 2 to 7 copies can thus be made. The attachment can x 
once be dismounted if not needed 


PAPER 
FASTENERS 








THE TREND OF TRADE 
(Continued from page 15) 


again after the slight pause which we 
reported last month. 


Imports again showed a tremendous 
p: £21,000,000 less than a year ago, 
hich is nearly 45% drop, although last 
imports were extraordinarily high; 
,000,000 lower than in January, which 
is a 10% decrease, but the number of 
business days was 8% less. Nearly one 
half of this was in manufactured goods, 
nearly one half in food and drink and 
tobacco, only 10% in raw materials. 


Exports decreased by only {2,000,000 

on a year ago, which is no more than 

| the decrease in prices, whereas the de- 

crease in January is less than the de- 

crease in working days. ~-Re-exports 

' seemed to have reached their level; 

slightly less than a year ago, they were 

up on January. Our exports in Febru- 

. ary have therefore more than main- 
\. tained their level. 


The adverse trade balance of 
£16,000,000 was down by more than 
one half on last year, and even 25% 
less than the preceding month—a tre- 
mendous reduction again. We cannot 
expect our exports to go up while the 
principal European countries and the 
Balkans are virtually prohibiting im- 
ports, while China and Japan are in 
their present depreciated condition, 

while South America is still in a bad 
exchange situation, while the U.S.A. is 
reducing its purchases, while our trade 
agreements with the North Western 
European countries are still uncom- 
pleted, and while the results of the 
Ottawa Conference have not yet been 
fully developed. 

Very significant is the fact that im- 
ports of raw materials and food from 
within the Empire are increasing, while 
our exports to other parts of the Empire 
are also up on a year ago. 


Unemployment Down: 

Prices Lower 

L Jace rcyment is down on last month 
by over 46,900, but it is still higher 

than a year ago by 155,000. A year 


ago the reduction was only 27,000 | 


against 46,000 this year—a most en- 
couraging comparison. i 

There is, of course, always a seasonal 
recovery at this time of the year in 
building, contracting and shipping. But 
this month there is also an improve- 
ment in the heavy industries, iron and 
steel and engineering, and in the wool- 
len industries. There is, unfortunately, 
a setback in mining employment. 

The cost of living figure is down by 
as much as 7 points as compared with 
last year, and 2 points as compared 
with a month ago; for food alone the 
decrease is 10% on a year ago and 3% 
on a month ago. These figures are be- 
ginning to approach the 1914 figures, 
for the total cost of living is only 39% 
above 1914, and food alone only 19%. 
Average raw material prices are down 
by 1.1% on the previous month, 3.3% 

(Continued on noxt page) 
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cea as this, clearing at 
Fs (48 x 32) £8.8.0! 
Beautifully made HIGH-GRADE 
FIGURED OAK DESKS piar 
anteed for rọ years. Light, Dark 
KS or Medium polish (real Mahogany 

$ plus 25 per cent. in each case). 
Also afew G60 xgzat £9.17.6 


» S4xgz2zat £9. 3.6 
‘Order now on 7 Days‘ Trial. 
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E at a $ p: ht 
Amazing Offer of 


900 Desks «.-. 


prior to REMOVAL to New Warebouses. 
300 Clerks’ Desks at 49/6! 


This solid little desk in Real Oak could not be made for 


bring our Sale Listat once 








Here is one of those rare occasions when 
it is wiser to sell at a big sacrifice than 
involve the expense of double handling, 
cartage, damage and so forth. 


Next month we are moving to huge new 
warehouses three times the present size. 
We are now clearing nearly a third of our 
' warehouse stock at prices undreamed of ! 
Were are a few examples of =m 
these astounding bargains. Send for our 
Sale List of Office Furniture at once, or if 
interested ask for Secondhand List. 




















2 49/0 “ 
A fow 46x 25 58/6 


We undertake to send CARRIAGE NT, 
FREE on 7 DAYS’ TRIAL any item 
to appro customers in U.K. If you 


live in an outlying district do not be 
deterred from ordering; 
We can arrange deliveries 
without trouble to you. 
Write NOW for No. 19 
Sales List to: 


OSDA” 


20-21 OLD BAILEY, 
LONDON,E.C4 (Ouy 4508} 
Northern Showrooms : 

16, St. Mary's Parsonage ‘ 
Hetad at 2A 
MANUHESTER ' Blackfriars 6345 amazing 


Aleo at 622, Royal Liver Oak only. 


Bulld- | Light 8 drawers: prior to 
tings, Liverpool (Bank 4112) | Dark 3/- extra. 


trodnetion of new 
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Send for a FREE 
copy of this booklet. 
It will interest you. 


UGLY PACKAGES 


ARE THE ILLEGITIMATE 


OFFSPRING OF 


CARELESSNESS 
AND 


INDIFFERENCE 


“Any old box is not good enough for 
your new line. Take the trouble to 
have it clothed in a design worthy 
of the success you seek for it, True 
art is never dear, for beauty always 
pays. Consider the user, the public, 


and your own purse and refrain from: 


adding still another horror to those 
which make the modern shop a chamber 
of horrors to the ‘artistically inclined’."' 


Our Designers, assisted by 
Members of the Royal Academy, 
can give you a box to be proud of. 





ROBINSON & SONS, Ltd. 


Producers of High Class 
Cartons and Boxes 


CHESTERFIELD & LONDON 


greatest of advertising media 


Stamp advertising. 


TRY a Poster Stamp 
Advertising Campaign 


Nowadays the Poster Stamp ranks es one of the § 
Use “oster Stamps | 
consistently—upon all your correspondance—changing § 
designs periodically to provide a “campagn” of Poster § 


about a Poster Stamp Campaign. Speeafy SAMUEL JONES’ 


NONCURLING GUMMED 


Pp AP E R we created for Poster Stamps and 


SAMUEL JONES & Co. Ltd. 
Bridewell Place, London, E.C.4 
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THE TREND OF TRADE 
(Continued from previous page) 


on a year ago; wholesale prices 6.4% 
and 2.4% respectively; retail prices 
have fallen between 7% and 10% since 
February last year. 


Whether this is wholly to the goo#l 
is a question, for it means that the 
prices of basic commodities are too low 
and that traders’ turnovers are decreas- 
ing as compared with the volume of 
trade they are doing. An authority 
has calculated that wages and salaries 
in Great Britain are down by approxi- 
mately £2,000,000 a year, but the cost 
of living is down by a far larger pro- , 
portion than that, so that the shrinkage 
in salaries and wages is not having an - 
adverse effect on purchasing power in | 
the terms of tonnage of goods. 


t 


Many Trades i 
Show Improvement ' 
T here is increased activity in the iron 
and steel trades, more furnaces 
started, more hours worked, more men 
employed. The monthly averages of 
steel production have not only shown 
an increase for the last three months 
but are at last beginning to show in- 
creases over the same month of a year 
ago. Motor-car production is up by 
between 3% and 4% on a year ago; / 
probably the only country in the world 
in which production is up. Exports 
of motor-cars last year were 65% above 
the year before, whereas other countries 
were showing decreases; U.S.A. reports 
decreases. The export of British tyres 
was 20% higher than a year ago, where- 
as America’s exports were 40% lower; 
in fact, British export of tyres in 1932 
were larger than America’s. In 1928 
America’s were three times that of 
Great Britain’s—again an indication of 
what decreased costs, tariffs and the 
depreciated pound can do. a 


An increase both in production and 
exports is reported in the tinplate in- 
dustry, which is working at 55% cap- 
acity. While there was a decline in 
exports to Europe, there was an in- 
crease to the Empire and South 


America. Even in the coal trade the 


setbacks have been due to certain 
temporary local conditions and in many 
districts an improvement is taking 
place. There ıs- what might almost. 
be considered an anthracite boom on. 
Shipbuilding is more favourably situ- 
ated than it was last year. The Clyde 
expects more employment in shipbuild- 
ing in 1933 than in any year since the 
slump began. 


The Government’s agricultural mar- 
keting scheme, whatever we business 
men may think of its efficiency in the 
long run, will doubtless increase agri- 
cultural production and the purchasing 
power of the agricultural community, 
which will be all to the good. Sugar 
beet planting and soft frut growing are 
showing large increases. The canning 
trade, already six times what it was 
four years ago, is preparing for still 
further expansion in 1933. 
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: Empire Trade Expanding 
Foreign Trade Declining 


Ss. far as the Empire is concerned, the 
M improvement goes on. India, in two 
of the world’s worst years, has shown a 
surplus of income over expenditure; her 
_ imports are increasing, and Great Brit- 
ain’s percentage of these imports has 
shown an increase in addition; her ex- 
ports have not been so good. Canada 
is exporting more to Great Britain, even 
‘though her entire trade is contracting. 
South. Africa, by coming off the gold 
z standard and settling her political rival- 
: ries, is .on the way to improvement. 
pts trading conditions are better. 
far as the rest of the world is con- 
, the only improvément is in our | 
le relations with the Scandin- 
North Western Europe, with 
which countries trade negotiations 
king place. D) R 
the Continent, as if the economic BY Rorap RINT 
lement were not enough, un-| Your SALES-MAKING folders, broadsheets, price list 
litical conditions have now are printed without the expense of type o 


recie a fees of idea can be translated into print and be x nade effective at once. 


9 fact, ‘while every business should Your DIRECT MAIL Jetters—Letterhead, T xt and Sig 
m at maintaining whatever connec- printed at one operation, 


tions and volume of exports it has in 
ese troubled foreign countries, there Your OFFICE FORMS are turned out'as you: ws 


le chance for enterprise and ex- that of any first-class printer- 
ling exports in any markets except Your overheads are reduced. 


British Empire, the Scandinavian ETER 
Why not get to know the BUSINESS-EXPANDING possibi na ities pr 


s and, perhaps, one or two of 
uth American countries, for you. You can have a demonstration at any Hime. 
aie for it to-day. 
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to Confidence Cecil House, 57a, Holborn Viaduct, London, B.C 
A leading business authority sums up CENTRAL 1300 (3 lines) 
i the whole situation this way: 


Also at; BIRMINGHAM, BRISTOL, CARDIFF, GLASGOW, LEROS; NEWGASTLE 


Confidence, not money, is what is ON-TYNE, NORTHAMPTON, NOTTINGHAM ‘and MANCHESTER 


‘needed to bring a real upturn. The 
inflationists probably do not consider 
this a programme, since it is simple in 
conception, lacks all aspect of the 


miraculous, and is politically difficult | P 
to achieve. But the lessons of other o e 


depressions and the experience in this 


one alike indicate that there is no other MINUTES ME AN M ONE , a 


way out. There is no lack of money 
























‘in the country, or of banking reserves Your business has no room for unpunctuality! Bad time- 
_ to support credit expansion, but neither keeping affects your profit! Instal the system: that creates 
“money nor credit is circulating normally a higher standard of efficiency. The Gledhill-Braok.. Time 
and nothing will make it circulate. Recorder is a modern system for modern businesses~~it serves 


you faithfully for a lifetime. BRITISH THROUGHOUT. 


except confidence that will revive 
Particulars from-—~ 


investment. As long as it is not known 
_ how s much more money Governments 
vhat extremes appro Foe 
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PUTTING THE HORSE 
BEFORE THE CART 


@ Many generations ago the Old 
Bailey Press learned how to put 
the horse before the cart in matters 
of print. 


@ Which is just another way of 
stressing the fact that the complete 
service of the Old Bailey Press 
includes all those factors which 
assure not only a fine job of good 
printing but also a job which does 
exactly what it is intended to do. 


@ The most modern Marketing 
Service Department of any printer 
in the world; a copy staff who 
have sold goods and know from 
experience how to sell goods by 
the printed word; an Art Depart- 
ment which thinks in terms of sales 
and results; and finally, skilled 
printing craftsmen, working with 
modern equipment; all these com- 
bine to produce good printing, 
printing that repays its cost. 


@ This is why, to-day, over 700 
leading firms look to the Old 
Bailey Press for ideas, schemes, 
and printing. Many of these clients 
have been served by the Old 
Bailey Press for more than a 
quarter of a century. 


W.P 
GRIFFITH 


AND SONS LIMITED 


PRUJEAN SQUARE 
OLD BAILEY - E.C.4 


TELEPHONE 





CITY 4240 (4 LINES) 
” 

THE 
“PRUJEAN” 
SIZES CHART 


IS A GREAT HELP IN PLANNING 
PRINTED MATTER 


Send for a Copy Free 








PLANS 


DAMPING VIBRATION 
ELIMINATES FATIGUE 


Vonaton is a notable cause of fatigue, 
as minor muscular adjustments are 
constantly being made by the body to 
counteract it. In a factory where a 
large number of women were operat- 
ing power-driven sewing-machines, the 
chairs were placed on rubber-sponge 
cushions two inches thick, and thick, 
felt pads were fixed on to the foot-rests 
beneath the machines. There was a 5% 
increase in output, as workers became 
far less fatigued. 


WRONG TEMPERATURES 
CAUSE ACCIDENTS 


xamination into the cause of acci- 

dents in a very large factory 
revealed the fact that when the tem- 
perature was maintained at about 
66.5°F. accidents were at a mini- 
mum. When the temperature fell to 
52°F. accidents increased by 35%. Inci- 
dentally, apart from accidents, 67° was 
found to be the best temperature for 
comfort and for biggest output. 


SPEEDS UP 
SCREWING OPERATIONS 
fies rotary arm motion used in tight- 
ening screws is very tiring to the 
operator. To eliminate much of this 
fatigue and to speed up output in the 
assembly of telephone parts a well- 
known manufacturing concern installed 
power-driven screw - drivers. These 
worked faster than the hand-power 
tools, but they still called for the ex- 
penditure of considerable energy. Next 
the management tried the plan (on one 
instrument only) of fixing the power 
screw-driver on a rigid but adjustable 
arm, requiring the operator to raise the 
assembly to the screw-driver, This 
method so reduced the fatigue and 
raised the output that the whole assem- 
bly line was so fitted. The installation 
paid for itself within three months. 


CURRENT REDUCED 
£18 PER YEAR 


P the doubling room of a textile mill 
the lights were roft. 6in. from the 


and 


Which Are 
CUTTING COSTS 


These effective plans are actual instances 

observed and recorded in various industries 

by the National 

Psychology. In principle they can be applied 
to practically any business 
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Ideas 


Institute of Industrial 


floor and consisted of 100-watt bulbs. 
By lowering the lights to 7ft. 6in. and 
using only 60-watt bulbs the illumina- 
tion at working points was improved 
and current was saved to the extent of 
{18 a year. Careful observation in 
almost any factory or office would show 
that such an improvement and economy 
could be made. 


REFLECTED LIGHT 
SOLVED PROBLEM 


i one factory there was a heavy 
machine which could not well be 
moved. The operator had frequently 
to watch the back of the machine. The 
light fell badly at this point and caused 
bad work. The foreman tried running 
a flex and suspending an electric bulb 
behind the machine. Intervening parts 
of the machine, however, threw 
shadows, and the direct light made 
even greater confusion. A large piece 
of plywood, painted a matt white, was 
then placed behind the machine, and 
light from a roo-watt bulb was thrown 
on to it. The soft, reflected light illu- 
minated the back of the machine per- 
fectly without offering glare to affect 
the operator’s eyes. 


REDUCED RATIO OF 
TRANSPORT ACCIDENTS 


At the transport depot of a large firm 
investigation proved that 44% of 
road accidents occurred amongst only 
30% of the drivers—definite evidence 
that a group of employees had a high 
‘accident susceptibility’’. Failure to 
recognize risks, faulty judgments of 
speeds and distance and instability of 
attention were found to account for 
70% of these accidents. 


Re-instruction was given to these 
drivers, and, as a result, the accidents 
in this group fell by 42 per cent. The 
accidents of 75% of the re-instructed 
group fell to the normal average sus- 
tained by the drivers generally. This 
brought about a substantial reduction 
in cost of repairs and lost time. 


p for. ‘the: ‘poorer 
che a aly tite le 


yas not in favour 
| for standard sizes, 
St ved the idea of marketing 
a new line with a fresh “economy” 
appeal. Retaining the 5d. and 74d. 
bottles, he started a completely new 

line by pairing up his ten varieties into 

five sets, selling at 94d. a set. Thus he 
_ paired a bottle of tomato sauce with a 
_ bottle of egg sauce, and a bottle of 
chutney with a bottle of white sauce. 
Each set was neatly packed in a small 
_ eruet-box fit to take its place on the 
fable. 
<- Dealers were encouraged to give the 
. new sets a good send-off by special dis- 
counts for the first month, and they 
: responded well. The public took to the 
idea and the sales curve rose again. It 
ally found that more sauce was 
g sold by this firm than ever before. 
s of the old 5d. dine bought the 
set because they saved a half- 
yy, and buyers of the 74d. line con- 
ed it well worth while to buy two 
es instead of one for only i as 
was also found that users of the 
ottle sets consumed more sauce 
previously, owing, no doubt, to 
act that two bottles on a table 
ated more freely than one. The 
lso introduced other brands of 
auce to people who had previously 
sed one only. 
The scheme was a success, and the 
anufacturer is now planning three- 
bottle sets to sell at 1s. 
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a MAKE THEM BUY— 
ADVERTISE! 


(Continued from ; age 21) 


: lenged, should reduce the sceptic to 
impotence. 


= Such results, of course, are thor- 
oughly establishing the service of adver- 
< tising as the greatest active sales force 
Jof modern business. The specialist ser- 
“vices are to-day consolidating them- 
‘selves even more to serve the business 
man with every possible requirement of 
publicity. 
>>. To the business man the value of 
_ advertising has been proved; all he need 
do to-day is to ask a specialist what 
<o branch of it can he most profitably em- 
o ploy. — 
COR speculation or risk there need be 
ttle or none _ Advertising to-day from 
r 0 kites or o 










































when it is needed, en- 


@ In these days when selling is the salvation of most businesses, 
when executives are striving to leave no avenue aa ooo 
produce more sales—the salesmanager’s hands are tied unless he ee 
has exact, instantly available facts. Stat 
@ Suppose you had a record system that would eeu a 
flash the exact condition as it is in every territory NO ine 
state of every customer’s purchases, every salesman’s wor 
carries the whole line? Who fails to sell certain | 
Who is repeating and who is not? Who has window display 
Who has failed to take advantage of your new trade deal? 
territory needs a hearty push this morning? What salesr 
to make important calls ested | 
© Withjthese up-to-the-minute facts the salesmanager i 
to direct—to apply 
pressure where and 





couragement where it 
will do most good, He 
is on solid ground. 

@ Kardex Sales Re- 
cords are simple to 
instal and inexpensive 
to maintain. They have 
helped many famous 
firms to obtain that 
detailed grip on facts 
which, under current 
trading conditions, 
means more sales. 

© You will be inter- 
ested in Sales Bulletin 
“B.” Write for it. 





|, LEADENHALL ST., E.C.3 
Tel. Monument 3921 (7 Hinesi 


AND ALL PRINCIPAL CITIES 





HOTOGRAPHICALLY 
CONVINCE YOUR 


Effective, Economical, Valued. No haif tone 


Showcards, Call and Post Cards — Cata- 
fogue use — Cut-outs — Calendars —~ 
Lilywhite exclusive Photo Book Match — 
woo patent Wali Calendars, new 
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break-up. 







We offer you 
the. best ser- 












an REALLY “ All- Automatic” 
ROTARY DUPLICATOR 


Be 





; “AUTOMATIC INKING @ 
AUTOMATIC PAPER FEED. @ 
AUTOMATIC COUNTING DEVICE @ 
AUTOMATIC CONTROL OF 
IMPRESSION ROLLER @ 
SINK COLLECTING CHAMBERS @ 
l "INK PAD SPANNING DEVICE @ 
DOUBLE PAPER GUIDE @ 
EGULATION OF PRINT DENSITY @ 





For partidan 3 write: — 
>. F. BRAUER 


(ARLAC SUPPLY SERVICE) 
ARA LANE I LUDGATE HILL 


nounce i hat they have 
taken over the business of 


J. C. BURNHAM & CO. 
el BRITAIN) LTD. 


_ Including the Agency for the 


MARCHANT 


MACHINES 


a All users can rely upon a continuance of the 
o oe ie attention and efficient service rendered in the 
past by Messrs. J.C. BURNHAM & CO., LTD. 


All future communications 
should be. addressed to 


= LCSmith& Corona 





Typewriters Ltd. 


Marchant Division 


Melbourne House, Aldwych, \ W. 22 


Talephone: 1 r Bar 2531 "a 





Se ondora “ARLAC 
| -SIX TY” 








It is difficult to say if the 5-day week 
improves the standard of health where 
the system is used in conjunction with 
the best factory conditions, but this 
Welfare Chief certainly believes it to be 
s0. 


She also adds: “If I had to choose 
for the girls as well as myself whether 
or not we would revert to an 8-hour day 
and 4 hours on Saturday, or work 9 
hours on the first 4 days of the week 
and enjoy a free Saturday, I should 
unhesitatingly vote for the 9 hours on 4 
days and a free Saturday, and I feel 
confident all the female staff would be 
with me.” 


The great mistake of post-war organ- 
izers has surely been that as their plants 
have become more productive, instead 
of applying the spread-over of TOTAL 
Work AND WaGEs to the whole organ- 


ization, they have preferred to compel 
23 per cent to total idleness and all 
the misery the condition entails, while 


allowing 77 per cent to continue to 
work, generally speaking, a 54-day 
week. 

There are hundreds of industries in 
which the 564 hours week has only been 


abandoned since the war, and since the . 


Sir Ernes Benn 


general application of the Trade Board 
regulations since the war. 


It is interesting to recall that the- 


BENN BROS., LTD. 


Trades Boards Act was passed in 1909, 
and in 1914 at the outbreak of war, 


hours and wages were governed only in — 


3 or 4 industries by the Act, viz: Chain 
Making, Tailoring and Box Making. In 


1931 Trades Boards controlled hours and ` H 
; the better the conditions | und 


minimum wages in 44 industries in 
Great Britain. Thus 40 of the largest 
industries in the country have been 
compelled by factory legislation to 
reduce their hours by 15 per cent since 
the war. 

It is interesting to speculate on what 
our unemployment figure would be 
to-day if the 40 industries in question 
were still working 56} hours a week, or 
in some cases much more. 


© 
Sir Geo. Paton 


Chairman & Mg. Director 
BRYANT & MAY LTD. 


b Says =“ 
ome years ago, I wrote for Business 
something on the following lines: 


“It is many years since we intro- 
duced a system whereby the heads of 


all departments, foremen and others in | 
| positions of trust, were enabled to get 
. wos whole e day off pies the week. dear d 


Continued from page 13 


_sider very, very seriously befo 


better work, better health, be 
_ keeping—~and, as far as w 
no loss of profit, in which he 





{as in the > publication < of technical nd : 












close all our works on ight and — 
open again on Monda: yi ng, | ; 
giving everyone a chance of a full day 
off, in addition to the usual Sanday 
rest. We have found this extremely — 
beneficial in many ways, particularly in | 
time keeping, and it has had a really | 
remarkable effect in improving the | 
health of the workpeople. a 

“It is not possible, of course, to close » 
down the office entirely, and the 
arrangement there is that half of each _ 
department is let off every week, thus- 
making their share in the holiday. once — 
a fortnight instead of once a week. But | 
it has to be remembered that those in 
the office get a longer holiday in the © 



































summer time and do not start in the | 


morning at the early hour factory & 
employees do.” poe 
I now write to say that we would 
















back to working six days a ' 
arrangement of the shorter week 
been an entire success in. ev ry V 


workers share. 


© 


Chairman 


says: "i 
fter seventeen years’. experie 
the 5-day week we have no ref 
It has always been our beli 


standards of efficiency and contentment. Ae 


The staff recognize that the duty of _ 
justifying a free Saturday is theirs, and 
they loyally see that the work is not 
allowed to suffer. The percentage of | 
absences through illness or ‘‘staleness'’ 
has been much reduced since we began 
the scheme a good many years ago. The _ 
shorter hours involved in a free Satur- _ 
day have not merely acted as- a non- 
barrier to progress; they have distinctly _ 
helped progress by increasing the ft- 


ness, efficiency and mental interest a 


the human unit, oe 

The second object in establishing the 7 
5-day week was to set an example in | 
modern business methods and ideas _ 
which would be widely followed. In 
this respect the result of the experiment a 
has been disappointing. ae 

It will be realized that in a püstne ; 
where brain work is the chief element — 











Two layers of 
tough veneer, with stout 
deal heads put in under 
pressure to ensure tight 
fit, protect the contents 
of GUELPH Casks. 

Made from Empire 
Timber. 400 sizes and 
several styles. Free des- 
criptive booklet or 
quotation from— 


THE GUELPH 


PATENT CASK C°? LTO 


WEST FERRY ROAD . MILLWALL 





LONDON . E14. Phone: EAST 0279 
Also at Manchester and Scotstown, Quebec, Canada 









MORE 
DISPUTES 
ON PAY DAY 


USINESS Souss are ene un- 

leasant wage disputes by cmplo 

ANCASTER’S NEW PAY 
WALLETS—+#be really — pay envelope. 
Employees can check their money—cven 
handle their notes, without extraction and 
without tearing the wallet. 
In cases of a mis-count, wages can be easily 
checked without opening ; the sealing being 
absolutely secure and itting of wa 
being made up and sent any distance with- 
out risk. 
Yet LANCASTER pay wallets are with 
practice speedier than the ordinary trans- 
p envelope because notes need not 


Free sample Wallets 
and Prices on request, 
LANCASTER BROS. & CO. 
5 ea 
Birmingham 4 
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result of a genuine personal interest in 
work, which our firm has steadily sought 
to cultivate, and which largely explains 
the success with which it has combined 
reduced working hours with increased 
efficiency and constant progress. 


© 
E. H. Taylor 


General Manager 
JOSEPH LINGFORD & SON 


says :— 

t is a generally accepted principle of 
| economics that the public must have 

time as well as money, in which to 
purchase goods. Now that we are in 
the machine age more time is available, 
and, theoretically at least, more money 
should be available as the wealth of the 
world increases. 

The maldistribution of money and the 
fact that mankind does not yet fully 
appreciate the usefulness to which time 
can be put, are the main courses of our 
present economic troubles. 

Many years ago, the late Lord 
Leverhulme propounded a theory which 
would have resulted in man working for 
30 hours a week and spending the rest 
of the time in sleep and leisure. During 
the additional leisure period he would 
have time in which to consume the 
goods which the machine-age was pro- 
ducing. 

The correctness of this theory cannot 
be disproved, and already there are 
signs that we are beginning to under- 
stand its full meaning. 


Personally, we do not hesitate to 
say that in a much shorter time than 
is generally anticipated, the civilized 
nations will agree to spread available 
work over the maximum number of 
workers, thus automatically leading to 
reduced hours of work. 


As far as this firm is concerned we 
fully subscribe to the policy of a general 
reduction in the hours of work without 
material reduction in wages. For some 
months we have been considering ways 
and means of starting a forty hour 
week and we hope soon to be able to 
apply the theory in practice. We know 
it will lead to the ultimate good of all 
concerned. 

e——— 


TIME-SAVING STOCKTAKING 
(Continued from page 18) 

sorting out of these mistakes will take 
time and patience. Sheets for stock- 
taking should be ruled so that all entries 
are uniform and one man’s sheets are 
intelligible to another. These sheets can 
conveniently be made up into pads, or, 
if they are to be used in a factory where 
there is a possibility of their getting 
soiled with oil, etc., they should be of 
stout buff paper clipped to a board suit- 
able for easy handling. 


Most of the burden of stocktaking 
can be eliminated by organization, and 
the inventory this July should be the 
prelude to the installation of a proper 
stock control system where visible card 


records show day-to-day stock balances. 


| Cie Os: tai 


7 





AVE YOU NOTICED how 

well some coats ft? Giving 

the wearer that unmistakable stamp 
of being well dressed. 


Why not buy your coat from Tailors 
who specialise in overcoats which 
are absolutely correct for any 
occasion ? 


Ready for Service 
from 55 Gns. 
2 


— i 


STUDD & MILLINGTON 


m 


51, Conduit Street, Bond Street, W. 
67-69, Chancery Lane, W.C. 
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Good Planning 


co-ordinates the experience— 
often the genius—that is in your 
plant into a free flow of good 
work and profit. 







(Particulars on Request) 


WALLACE CLARK & COMPANY 
CONSULTING MANAGEMENT ENGINEERS 


(Clients in ten countries) 







European Headquarters : 


25 Ave. Victor-Emmanuel III, Paris 
New York: Graybar Building 








PRODUCTION 
Do you know ? 


—that by our Mass Production 
Methods we can supply you with 
250 Real Photo Postcards for 20/- 
This price includes reproducing 
from any Photo, Drawing or 
Sketch, and includes lettering. 


Send a postcard for samples and 
a copy of our booklet “Photo- 
graphic Printing.” 


. B. MARSHALL & CO. 


FORD STREET, NOTTINGHAM 


ADVERTISING 
TAPES 


PP PAYNE GSONS LTD. NOTTINGHAM 





| Use the 


asia alae 


on page 5 


if you wish for 
further information 
from Advertisers 











HOW WE CREATED A NEW 
RECORD 


(Continued from page 8) 


committee comprises the chief chemist, 
the production manager, myself (as 
finally responsible for strip sold), or 
another director who is responsible for 
all bar steel sold. 


The moment a complaint arrives 
three copies of it are made: one for the 
department concerned, one for myself 
(if it concerns strip steel), and one for 
the special complaints record-book. The 
committee then meets and does not 
dissolve until the alleged fault is located 
and the remedy decided. 


Now, on the one hand, our technical 
control department works to such fine 
limits to ensure that our output is 
unfailingly kept at a high quality level, 
while, on the other hand, there are so 
many ways in which a user can ill-treat 
steel that we can say, without boasting, 
that the majority of complaints are 
traceable to the user’s faulty method of 
handling the metal. 


Why We Send a Senior Executive 
to Discuss Complaints 


At this point, then, our handling of 
the complaint has to be tactfully 
conducted. Probably we have found 
the customer’s methods to be at fault, 
but it would most likely be business 
suicide to write and tell him so. 
Technical men are touchy when it 
comes to a blunt criticism of their 
methods. 


What we do, therefore, is to send our 
chief chemist, sales manager or a direc- 
tor, personally, to see the complaining 
user. That is, we send a senior exe- 
cutive, who carries the full authority of 
the firm and can talk directly to con- 
trolling executives of the firm he visits 
and can make on-the-spot decisions. 


We try to examine the user’s methods 
of handling the steel and to point out 
mistakes, not in a critical way, but 
always in a way helpful to the customer. 
Practical experience has proved that 
our customers fully appreciate this kind 
of treatment. They realize we are out 
to help them and, indeed, they often 
learn from us something which, by 
eliminating faulty handling, consider- 
ably improves their work. 

We could not provide this construc- 
tive service or gain such prestige if we 
sent anyone other than of the highest 
technical and executive authority to 
check complaints. 

When a complaint has been investi- 
gated and overcome, a full report of the 
remedy is entered against the appro- 
priate complaint in the record-book. 
Thus we have a complete record of all 
complaints and their successful remedies 
over a number of years. This record 
proves an invaluable reference. 


Contrary to the policy of manufac- 
turers producing quite other types of 
goods, we do not assume that the 
customer is always right. But if, on 

(Continued on page 36) 
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PROFITS FROM 


WASTE PAPER 





In these days, the reduction of waste to a 
minimum is the first step to economy, and 
a process which can effectively utilize this 
minimum is definitely a proposition which 
no business man can afford to overlook. 
The machine illustrated above destroys waste paper, 
letters, envelopes, old ledgers and all kinds of office waste 
by a process of shredding which results in a substance 
similar to wood wool. This forms an excellent packing 
medium, being very springy and resilient, and can 
sold much more remuneratively than ordinary waste 
paper. Typing, printing or writing does not show at all 
in the paper wool, thus obviating the difficulty, always 
present in the average office, of destroying papers of a 
confidential nature. 


Samples of work and full particulars free. 


TINGEY & CO. 


Engineers 
17-22, Goswell Terrace, Goswell Road 
London, E.C.r 





Printers 


with own Paper Mills. 
Get a Lower Price from 
Drayton. - Ask us to 
quote on your next job 


DRAYTON 
Printing Works 


South Park, Fulham 
London, S.W.6 


printing since 1856 
paper over 200 years 


FRED. G. DRAY, MANAGING DIRECTOR 








| 


The 
CONSUMER 


His Natureand 
His Changing 
Habits 


By WALTER B. PITKIN 
421 pages 6x9 


This book is the first attempt to set 
forth the consumer as he or she 


of the factor which enables us to buy 
i.e., wealth, and thence proceeds to 
us as consumers from such 


SE wey inform and the 
one t should a 
salos, ene ead ore 


PUBLISHING COMPANY 


LTD., 
Aldwych House, London,W.C.2 





ed 
MARKETING 


A good Letter Heading 


7 will HELP - 


We 
design 
and 
print 


J.&H. Bell, Ltd. 


Printers, Die Stampers and 
Photo Process Specialists 


Carlton St., Nottingham 





Business 
Books 


The Door, by Otto Corbach, 
Meech ge from the German by Allan 
Harris, (Cape, ras. 6d) 

A deep and comprehensive survey of 
the world’s political and economic ills, 
their causes and their cure. Herr Corbach 
puts the interesting theory that ali history 
and biology point to the one great 
principle that Mobility wins, that it 1s the 
mobile man such as the adventurer and 
empire builder who always comes out on 
top. With this believe as his foundation 
the author holds that the only way of 
curing the world depression is systematic 
planning on a world-wide scale and the 
world-wide organization of migration. His 
two concluding chapters on ‘The Policy 
of the Open Door’’, and a fine appeal to 
Youth to recapture the pioneering spirit 
are particularly worth reading. 








Hartrampf’s Vocabularies, by Gustavus 
A Hartrampf. (Psychology Publishing 
Co., Manchester, 27s. 6d.) 

Here is a book which we can recom- 
mend to every business man who is tired 
of stereo ‘“commercial’’ English and 
wishes to forsake such phrases as ‘yours 
of the —— ult’ and ‘“‘same has our atten- 
tion’’ for language of a more attractive 
and expressive nature. 

An illustrator will show exactly what 
the ‘Vocabulary’ is and how ıt works. 

Suppose you have tentatively written 
that something “‘smelis good’’. Obviously, 
the expression ‘smells good” is not 
impressive as a compliment, nor 1s it 
alluring to p tive users or buyers of 
things that delight the sense of smell. 
You therefore need words that have more 
elegance and charm. Turn to the 
“Vocabulary’’ and look up the words 
“smell” or ‘‘odour’’ in the alphabetical 
index. This will refer you to a complete 
list of words which can be substituted for 
the expression “‘smells good’’ which will 
enable you to describe the pleasing odour 
as fragrant, sweet, balmy, aromatic, 
redolent, etc. 

Used in this way the book will provide 
you with the best word or words for 
almost any occasion, while its frequent 
use will automatically build up the user’s 
vocab to an almost unbelievable 
extent. It should prove particularly 
useful in the case of copy writers and sales 
letter writers, whose strength lies in the 
power of the written word, but the 
ordinary -business man will find it an 
invaluable book to have within reach. 


What is Technocracy? by Allen Ray- 
mond. (McGraw-Hiill.) 

Another study of technocracy, this 
time by a reporter on the ‘‘New York 
Herald Tribune.” A straightforward 
account of what the new science is, who 
its sponsors are, and what it promises or 
threatens to society. Anyone interested in 
the subject should certainly read this book 
for it is complete in every way and its 

PaE a cas token oo 
on which to found one’s own opinions. 


A Saleaman’s Foundation: The Man and 
the Job, by L. Merriman-Davies. (Stock- 
well.) 


A small handbook on the rudiments of 
selling. 
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FREE to all 


Users of Words 


A remarkable list of; words that many 
people use for making their letters, 
advertisements, talks and any work 
with words more bnihant and spark- 
ling, more mspmng, more penetrating 
It usisent absolutely free to introduce 
quickly Hartrampf’s Vocabulanes, re- 
cently acclaumed by Dr Fern and 
eminent; business men and women 
the world over Send for hst now 
No obhgation 


Psychology Publishing 
Co. (Dept. B.S.1) j 
11° Todd St., Manchester „jẹ 








PITMAN’S j 


INDUSTRIAL 
PSYCHOLOGY 
IN PRACTICE 


Ey ogai tax Welch, Charman (1970-1932) 
National eile of Industral Psychology 

and G H. Miles, Director, National 

lnstitute of of Industnal ogy. 


An illuminating book for modern 
executives, showing how improve- 
ments in indus are resulting 
from psychological investigations. 
With 300 practical examples 
drawn from all branches of indus- 
-~ 260 pp. 7/6 net. 
BUSINESS says. “Ii is full of practical 
wisthods whick cas be fs and applied io 
businesses of kinds ” 
SIR JOSIAH STAMP says* "I am 
ordering a nuniber of copies for my Officers” 
Order from a bookseller or—. 


PITMAN’S, PARKER STREET, | 
KINGSWAY. W.C.2 








THE SPEED SYSTEM 
OF FILING 


THE BRITISH AUTOFILE; a Portable Filing 
Cabinet for letters. Opens the drawer of a 


access to contents. May be 


GIVING casy 
opened out flat or fitted to existing cabinet. 
nte for fall part: of this popular range 
of fillng devices to 


THE BRITISH AUTOFILE CO, 
9, BEER LANE, £.C.3 ‘Phone: Royal 3660 


THESE SERVICES ARE FREE 


Subseribera to BUSINESS are entitled to 
free information concerning Machines, 


Appliances or Services 
Advertisers who do not employ an agent 
ecomimend 


(which we r them to do) are 
entitled to free Copy Service Particwlars + 


Service Dept., Business, 6 Carmelite Se., £.C.4 





CUT THOSE 
DEAD CHARGES 


You can save perhaps 
half the cost of blotting 


Send for samples of 
3 V 
SER YICE 
© 
SY © 
UpeRso®® 
The unique green blotting with 
a big price saving 
174 x 224 
+ Ream 6/6, Ream 12/-, 1 Ream 23/- 
Carriage Paid 
LANCASTER BROS. & CO. 
Envelope Specialists 


Shadwell Street, Birmingham 4 | 


What is the 
difference 


between records kept In 
fastbound books oroncard 
index, and records kept in 


E 


“Robin” Looseleaf Books @ 
“ROBIN” LOOSELEAF BOOKS give 


ACCESSIBILITY, PORTABILITY, 
SECURITY, RAPID REFERENCE, 
FLEXIBILITY, COMPACTNESS 
snd ECONOMY 


No other system combines 
all these features 


Send for this tral outfit on seven days’ approval— 
“ROBIN” BOOK bound full maroon buckram, 

with A-Z Index and 200 leaves 5in. by Sin. ruled 

feint for stock record, cash or double 9/6 


post free 
A 66-page Catalogue post free on request 


J. W. RUDDOCK & SONS 
LINCOLN 
and at 3 Old Jewry, E.C.2 





research, however, 


(Continued from page 34) 


the other hand, investigation does prove 
that the fault lies with our material, 
we at once frankly admit it and make 
the fullest compensation at once. 

This way of handling complaints 
has, as I say, been a powerful factor in 
building our sales. Stch a reputation 
for high quality material and helpful 
service behind it spreeds steadily and 
surely among technical buyers. Itisa 
more effective agent of propaganda than 
any high-pressure advertising or sales 
pushing method. 


By Solvin ng Customers’ Problems 
we get their Business and Goodwill 


We are not, of course, by any means 
passive on the sales side. Our 
technical department is continually 
striving still further to improve our 
steels to make them more effective in 
use and adaptable to wider ranges of 
treatment. We have, indeed, pro- 
duced new steels, particularly one with 
new electrical properties for the radio 
industry, which has considerably in- 
creased our business. 

Apart from this purely original 
we devote much 
time to investigating customers’ needs 

and in trying to maxe our products 
more adaptable to these needs. This 
policy frequently leads to difficulties in 
the works and tends zo interfere with 
the flow of production. We have 
proved, however, that it is a highly 
profitable policy, as it is one of the most 
powerful factors in extending goodwill 
and, in addition, it is a direct producer 
of valuable orders. 


In still another direction this policy 
helps to build our business. We try as 
far as possible to ma:ntain a friendly 
personal relationship with all our 
customers, an idea which is in keeping 
with our general policy of studying the 
human side of business as distinct from 
the purely commercia. side of it. We 
find that by applying ourselves to our 
customers’ problems in this way we can 
easily maintain an agreeable and help- 
ful contact with them. 


How we Inform Salesmen of 
all New Products 


A nore point towards the construc- 
tive selling of our products is the 
technical assistance we give the sales- 
man. Whenever anything new is pro- 
duced by the research de ent and 
passed on to the factory for production, 
a specia] meeting of <he sales force is 
called, and the full aims and technical 
details of the new froduct are most 
carefully explained by the chief chemist 
in conjunction with the sales manager, 
who is himself also well versed in the 
technical side of our business. 


Then we also have ‘“‘refresher’’ sales 
meetings, demonstrations, and lectures 
at frequent intervals to make sure that 
the salesmen are always primed with 
the latest information and to keep them 
constantly aware that at all times they 
have the full support of the head office 
and factory. 
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Our Esprit de Corps is a Direct } 
Cost-cutter $ 


| have already described how we try 
to infuse the spirit of goodwill and 
co-operation in our executives, and that, 
I consider this to be one of the most 
important tasks of management. We 
consider it just as im t to main- 
tain a good esprit de corps throughout , 
the rank and file. 


For this reason we take great care in 
selecting our staff. We like to get them 
as young as possible—consistent with 
ability, of course, and we pay as much 
attention to the fact of a man being a 
‘good mixer” 
working ability. A good workman of a 


morose, awkward disposition is of no’ 


use to us. A confirmed grumbler can 
do more to upset the spirit of a shop 
than anything else. He incites unrest, 
the output suffers, and overhead costs 


go up, often in a way which is most : 


difficult to trace. 
If we take on a man who eventually 


‘ proves by his attitude that our judg- 


ment was wrong, we give him a good 
run and every opportunity to fall in 
with the spirit of the firm. We are 
loath to discharge anybody without 
giving them the fullest chance to 
embrace our ideas. But those people 
who, after trial, refuse to adapt them- 


r 


as to his technical or ' 


a“ 


selves in disposition, are got rid of. 


They constitute a drag on the progres- 
sive ‘‘swing’’ of the concern as a whole. 
We cannot afford to suffer that kind of 
overhead expense. 


Managing Director Controls 
our Account Collecting System 
Je: one more point of policy, one 

which has certainly played its part 
in enabling us to progress steadily in the 
face of general trading difficulties. I 
refer to the collection of accounts. 


We have a very effective system 
run under the direct control of the 
managing director. Briefly, all accounts 
over a certain size are tabulated alpha- 
betically. Against the name of each 
firm is shown the cash value of goods 
bought each separate month. As pay- 
ments for monthly accounts, in whole 
or in part, are received, the appropriate 
amount is struck off. 


Thus, by means of such a simple list, 
the managing director can see at a 
glance at any time exactly where there 
are substantial outstanding receivables. 
In practice, the list is carefully exam- 
ined two or three times monthly, and 
special form letters are sent to firms 
which are overdue. 


We take particular trouble with these 
letters. Not only are they carefully 
written, but we never use a form letter 
over too long a period. Every few 
months their entire angle of approach is 
changed, thus they never appear to 
recipients like circulars. 

During the past twelve months we 
have been particularly gratified at our 
collections. The system has been very 
effective in enabling us to get liquid 
capital back into the business which we 
might otherwise have had frozen up. 

















































2/+ a line (average 7 words to a line). Minimum 3 lines costing 6/-; each additional line or part of æ ti 
counts as one line and is to be paid for. 24% discount for 3 insertions, 5% for 6, 10% for 12. Payne: 
-single insertions. Special rate for “Appointments Wanted’; 3 insertions for price of 2. Box replies are jorw 
charge. Announcements for next issue should reach BUSINESS, 6 Carmelite Street, London, E.C.4, not later than a 
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APPOINTMENTS WANTED |FOR SALE ANDO 


Wanted No. 66 Multigtaph 


Price and particulars to Webb Ptos ii 
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| Advertising Calendars, Blotter-diaries,Pocket Secretary, Accountant, Office Manager, etc. 

Diaries, etc., gold block with your advertisement for Qualified man, 18 vears’ experience Company Law, 
“New Year présentation to customers should be ordered | Financial and Cost Accounts, Statistics, ete., seeks pro- 
l gressive appointment. Available immediately. Box | 


Poo š ; td. 58-262, Holloway } a : 7 cae 
ee fn a & Cos, Lid., 255-26 ollaway 131, Business, 6. Carmelite Street, E.C.4. 











fro only, Royal 
almost brand. new, used only apon 
Fitted special Small Elite type, g partir 
l | ey , tive face, admirably suited Executive's ro 
; | | Young man—8 years’ advertising experience | or Statistical matter —-Box 140, Business, € 

SRG ADVERTISING SERVICES | desires post as advertising executive-—-London or prov- | Street, E.C.4, 
eae ; linces-—-Expert Lavout, sound copy, intimate knowledge | u.. PEE A EE 
| advertising technicalities. Can control staff and work ; 


Advertising. The only kind worth while is o? own initiative. — Write Box. 182, Busixrss, 6 MISCELLANEOUS — 


that which brings results, Valuable booklet “Resultant Carmelite Street, E.C.4. een 
Advertising” post free to Principals. Merritt Adver- Don Order Blotting tH) yon hay 
_ tising Service Ltd., 12, Whitehall, London, S- W-1 I BE SUPERSORB” “The Biglang HEE 

i with a big price saving. Seng for sapi 


postage if addressed. Lancaster Bros. On: 
Shadwell Street, Birmingham. go 
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EDUCATIONAL 


Learn to Write Advertisements and earn) ——————————————— 
from £5 to £20 per week. Write for our free book, “Two Guinea Master Method” fue 

; Advertising as a Career’, which shows you how—~-Dixen | while they last. Simpl eek nt 4 o ee 
i ake e X , ai ; mca ae B os i MES A SE REALL v Ass H 

` institute of Advertising, Dept. 2, 195, Oxford Street, [man system yet devised. Che 





odernise Now. Advertisement and Folder 
its, Standard Typographical Material, Speciality. 
ttered Showcards, Competitive Prices. D, 
55, Belgrave Road, Darwen. 





















London, W.L pecighs in gok” Money back O sot 
l E E ge E tea te a | D. Burbidge & Co., 86a, Turner Ste 
| You can make your spare time bring yOu a rrr “me 
a ) full-time income in a fascinating business of vour own | 50 Cash for Poems partic 
earned in the Best Paid Job in | at home. New method ensures success. Few pounds! of all kinds also invi fee 4 
week. You! capital only needed, no samples or outfits to buy; | especially Fiction. No rem ] 
j no rent, rates or canvassing.—Send to-day for free | « , Ludgate Hil, London. 
hrough our plan. | booklet to Business Service Institute. Dept. 861, | ; 
ou can get one of these berths, to Business Service | Carmelite Street, E.C 4. | 
tute, Room 42, 6, Carmelite Street, E.C.4. coe tenn eee E = | 
= Bea Master of Correct and Forceful English. | 
“Book | Learn to write compelling letters, develop conversa- | | ondon, S.W.I 
ate power, and A sts a noe sa a areca paced Ras cerns 
Postal tuition. Prospectus free.—-Regent Institute : 
(Dept. 336), Regent House, Palace Gate, W.8. | Time Recorder Catds, 
i Maintenance Service, Kepairs, Overnat 


| Gledidl-Brook, Ltd., Empire Works. 
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al FOR SALE AND WANTED For Comfort ft a “Page” Door 
Appointments. A service by world-renowned | m Pte Mina. fal 
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i consultants is available for business and professional | Bargains in Filing Cabinets. 3 Oak and 9 | value obtainable. Beautiful 

men anxious to secure an appointment at home OF | Strong Art Metal Construction Cabinets. All in Finish, it is fboroughiy 
verseas. Write, or call for details, George Brook, | excellent condition. The oak are verv sturdy, hand- | SAMPLE SENT ON AT 
td, Appointment Consultants (Head Office), 50-51, | somely finished Advance” 4-drawer foolscap No | 
: High Holborn, London, W.C.1. or ’Phone Chancery | jocks or keys. The steel are 4-drawer foolscap size, | 
/ 8841-8421. complete with automatic locks and keys. Oak cabinets | 

: mae | £2 Bach, steel {4. One only steel cabinet of special | 




































a l 7 | construction the spac > i jrawer i 
Ty; : : : ONS ion, the space of the top three drawers being 
Direct Way to suc ee Write for rhag Lion occupied by 6 half-drawers divided at the centre to 
Book, which describes the many courses S S r ool take fin. X din. Index Cards, £5. Packed and delivered. 
TEE sl a TE nate Lea nate pre | Real Bargains. Communicate: Messrs. V. England- 
: ; ie i $ i CESS, ; =t p; Jz C Sings 2 NIE 
“system of fees by instalments. Read The School's | Richar A eo ai = heh £5 hoe 
< record of successes. Read what famous captains of | : 7 : 7 
industry, university professors and educationists sav | Cut This Out. Firm requires from one to | imention this mag and state 


-about School of Accountancy training.—The School i six Cash Registers, electric itemised preferred. New 


ou of Accountancy, III, Moorgate, London, E.C.4. por second-hand. BM/SN5M Mono, London. 


| interesting details to: Mastrom Lis 
\ Erdington, Birmingham. 








BUSINESS GOODS & SERV! 


Incorporating ““WHERE You CAN GeT IT” 


CALCULATING MACHINES i DECORATIONS AND REPAI 


` Y ~ X: 7 by z N 7 ° t i S panes : a s EEAS 

GILBERT es OOD ; (Atithmetical Machines) Ltd SHOP, OFFICE AND WAREHOUSE FITTERS 

75B Queen Victoria Street, E.C.4, eeu 
Telephone: Citv 2205 | piectric Lighting 


ants rere e oe 

DeeS f C. J # HAWK : s i 

Plumbing and 43, GREAT $. 
HILL ? 





















| TRADE MARKS & PATENTS 
TRADE MARKS 


IREGISTERED AT HOME AND ABROAD 


; L PENE nna : = . 

oe REGINALD W. BARKER & co. 
ieee PATENT AGENTS 

LUDGATE HILL: LONDON, E.C.4 























VISIBLE INDEXES Repairs of every 
BIZADA (CARTER-PARRATT, LTD.}, 16, Victoria description 
St., London, $.W.1. "Phone: Victoria 1045/6. ao 












Estimates Free 
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on Typical users of the “Finnell” 
-better cleaning system include: 


< THAMES BOARD MILLS, LTD. KODAK, LTD. 
SELO, LTD. 







He PLANTERS FOODS, LTD HOWARD FORD & CO.; LTD. 
ies THE FORD MOTOR t CO., LTD. 3. LYONS & CO., LTD. 


-BLACKPOOL TOWER CO., trp, THE WEAVERS’ HOME. 

BOURNE & HOLLINGSWORTH, JOHN PLAYER & SONS, LTD. 

a LTD. BRYANT & MAY, LTD. 
W.D. & H.O, WILLS, LTD. LEVER BROTHERS, LTD. 





| n WORKS 


l phone: Willesden 3645 Telegrams: Finnolla, Harles, pea 


Printed for the Propuetdi, 
by: FISHER, 


NELL SYSTEM 




















© Because of the high standards of cleanliness and 
hygiene attainable by this modern system of. 
cleaning. 


a Because the ‘‘Finnell’’ system cleans, dries, and 
waxes floors—more thoroughly, quicker, and 


more economically than any other existing 
method, 


© Because the “Finneli” system is equally 
efficacious in maintaining floor-cleanliness iñ 
offices, factories, workshops and warehouses. 
How well this need is accommodated by the 
“Finnell” system may be judged by the clase. 
of business organisation in which “Finnell’” is | 
i 







@ Because the seven “Finnell” models brin; 
better and more economical floor cleanliness 
to business concerns of every type and. size 
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system on ‘you 
own office or fac 
tory floors will b 
given gladly anc 
without obligario 





Can you afford not _ 
to investigate? 
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Sir Joseph Burn, K.B.E., and the futility of 


“Come off t 
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doing things THE WRONG WAY ROUND 


Sir Joseph Burn, K.B.E., General Manager of Prudential Assurance 
Company, who was responsible for the reorganization of that gigantic 
undertaking, thinks that too many business firms are trying to 
reorganize “the wrong way round’’. 


Business reorganization, Sir Joseph told the members of the Office 
Appliance Trades Association, must begin with the office. When he took 
over the management of the Prudential and started to reorganize he 
found that the office simply must come first. “You willnever get proper 
reorganization,’’ he said, “by doing things the wrong way round. Office 
equipment has come and I for one thank God for it. Nothing has been 


a truer economy”, 


By THOMAS DIXON 


ir Joseph went on to tell his hearers 
that when he first went into business 
he found the clerks all perched on 
the old-fashioned high stools. Listening 
closely as his address proceeded, it was 
impossible to avoid the conclusion that 
he felt that many business offices are 
still in the ‘‘high stool’ stage. Quoting 
a sign at a Business Efficiency Exhibi- 
tion, “The Office of To-morrow is Here 
To-day”, he amused his hearers with 
the remark that a truer version would 
read: ‘‘The Office of the Day Before 
Yesterday is Here To-day”. 


FIRST STEPS IN 
ORGANIZATION 


That is often only too true. The 
“high stool’’ era is not yet closed. Too 
many Offices are content to lag far 
behind modern progress, to carry on 
with methods and equipment that are 
antiquated, inefficient, and wasteful. 


The organization of the office is the 
first step to the reorganization of busi- 


ness methods which every thinking 
executive knows is essential to-day. 


To use shorthand for business dicta- 
tion is as much a confession that you 
are in the “‘high stool’’ age as it would 
be if you had all your business letters 
written by hand. Shorthand dictation 
is wasteful, slow and inefficient, because 
it does not permit either the dictator or 
the typist to produce the full output of 
which he or she is capable. 


CONTRAST IN 
METHODS 


For instance, it demands the work of 
two people whenever a letter has to be 
dictated. It leaves the dictator helpless 
when the shorthand-writer is ill or out 
of the office. It compels him to restrict 
his dictation to shorthand speed—an 
irksome restraint to the man whose 
ideas flow freely. It lessens the typing 
output to the extent of at least three 
hours every day of every shorthand- 
typist in full work. It involves more 


| 


he High Stool” - - 


typists, more typewriters, more desks, 
chairs, light, heat and space—wasted 
capital and wasted wages. 

Contrast The Dictaphone method 
with the “high stool” shorthand 
system. You find the dictator working 
alone with his Dictaphone—one man 
doing one man’s job, dictating exactly 
when he pleases, absolutely independ- 
ent of the shorthand-writer, never 
delayed, never held up. On the ground 
of convenience alone The Dictaphone 
amply justifies itself by the time it 
saves for the executive. 

Then turn to actual cash economy. 
The mere fact of abolishing shorthand 
saves at least three hours daily for 
every shorthand-typist in full work. 
That, combined with speedier, transcrip- 
tion, means a doubled output from 
every typist, a saving of half the wage 
bill and a corresponding reduction in 
capital charges for typewriters, desks 
and chairs, space, light and heat. By 
these economies alone The Dictaphone 
will pay for itself in a few months. 


SIMPLE AND EASY 


The Dictaphone is simple, easy to 
learn, easy to use. You talk as natur- 
ally as you would to the telephone: the 
typist hears every word as clearly as if 
she were sitting beside your desk. 
The idea that The Dictaphone is diffi- 
cult and complicated is absolutely 
unfounded. 


The Dictaphone is equally "at home” 
in the one-man office with a single 
typist as in the great organizations 
where employees are numbered in hun- 
dreds. In fact, the ratio of saving in 
the small office is often greater than in 


the large because The Dictaphone 
gives the typist time to take off the 
principal’s hands much detail and 
routine work, thus freeing him for 
promotional activity. 

Convenience, Economy and Sim- 
plicity are the three outstanding 


characteristics of The Dictaphone. The 
system is modern, effective and a 
hundred per cent efficient. You owe it 
to yourself to scrap the “high stool” 
method and investigate The Dicta- 
phone. Write for free book to-day. 


THE DICTAPHONE CO., LTD., 
(Thomas Dixon, Managing Director) 
Kingsway House, Kingsway, 
LONDON, W.C 


And at Manchester, Birmingham, Liverpool, Bristol, 
Glasgow, Leeds, Newcastle -on-Tyne and Dublin. 


POST THIS COUPON 


The Dictaphone Co., Ltd 
Kingsway House, Kingsway, 
London, W.C 


NOW 


Dear Sirs, 7 
Kindly send, free of charge, Mr. Hutchinson's 
Book “Office Methods and Practice,” 


pos ERS TAR aS ORNS 
B.§.33 








British Made Desks in Oak 
£5.12.6 


6 drawers, all dovetailed; Beech lined; Automatic 
lock; Extension slide over each pedestal. 
4’ x 2’ £5:12:6 4’ 6” x 2’ £6:0:0 os 7:0" 
x2? 6” £5:15:0 {6:10:0 





4+ 6x2’ 6” 6:5:0 
CARRIAGE PAID 


Stock 
Colours— 


LIGHT, 
MEDIUM 
and 
DARK, 
MAHOGANY 
FINISH 
with 
SOLID 
MAHOGANY 

TOP. -> 
10% EXTRA 





These Desks are a regular line, manu- 
factured by a Firm with go years’ ex- 
perienceand reputation. They are not any 
Foreign Manufacturers’ surplus stock. 


SIMPOLES 


The Office Furnishers 


38 DEANSGATE & VICTORIA BRIDGE, MANCHESTER 
Also at PHÆNIX CHAMBERS, BROAD STREET, HANLEY 


PHONES : 
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FIVE BUSINESSLIKE 
OFFERS TO 
BUSINESS MEN 







SHOWCARDS. Original 
colour suggestion for show- 
card or cutout including 
idea € wording. £1 11 6 


FOLDERS & LEAFLETS 
Original colour suggestion 
with ideas for title, head- 
ings © illustration. £2 2 0 
PACKAGE DESIGNS 
Colour suggestion for car- 


Ar or mrang | 

F aii Ean 

idea for original design ¥ COMPLETE POSTAL 

PRESS OR TRADE STEEK apse 
Comprising 3 sales letters ; 

Six press or trade adver- for 2 fo , and 2 mail 


tisements up to 10° X 8° cards 8x5", and ayp 
including idea, layout and ion for new noteheading if 
headlines - - £330 5 15 0 


desired - £I 


WRITE for CRICHTON BROADSHEET J7 


CRICHTON STUDIOS 


(Subsidiary of Greenly's Limited) 


5 CHANCERY LANE, LONDON, W.C.2 


Manchester: BLACKFRIARS 2841 Hanley: 2088 
(Holborn 8406) 
VISIBLE 
LD€50 reco 
RECORDS Fanfold’s 

















An equipment 
for every 
known class of 
record. 


Sales, Insurance, 
Purchases, Works 
Stores, 


BRITISH MATERIAL 
BRITISH LABOUR 

BRITISH CAPITAL 
SEE, 


WRITE FOR ILLUSTRATED 
DESCRIPTIVE FOLDER 


SOLE PATENTEES AND MANUFACTURERS 


INFALLIBLE CARD SELECTING Co., Lid. 


Halford Building, 249 Corporation Street, Birmingham 
Phone: Aston Cross 0627 


Labour Saving Stationery 
Systems 


SPEEDOFORM Ask us to prove to you 

that we can save you 
FANFOLD £1.6.8 on every 1,000 
TRANSKRIT 


sets of “ Multiple ” forms 
completed in your office. 
To achieve such savings it is not necessary 


to invest in expensive equipment. No 
new fs i is required, for example, 


for Transkrit—the fastest system of typing 
(or writing) Multiple forms—Invoices— 
Works’ Orders — Travellers’ Orders — 
Receipts, etc., etc. 


Write for further particulars, enclosing specimen 
of your present form to 


sSantoly, 


North Circular Rd., London, N.W.2 
Telephone: Gladstone 5477 
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Why Executives Should be TRAINED for Management 


, By OLIVER SHELDEN 2 
Director, Rowntree & Cos Ltd. 
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How Export Business was Raised by 650 Per Cent By B, F.. 
Export Manager, Standard Mator | 
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ICE PRACTICE = How to Select an Office Printing Machine 
pment, System By C. H. COSTELLO, ACLS. A.C 


My ‘RULE OF SIX’ which Improved Typing -~ 2 
Gives Quotation and Order Histories at a Glance = =- ~ dice 
ts A Plan to get those SMALL Jobs Done Regularly S$ 
eO Among the Newest in Business Equipment - - % B44 
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_ BUSINESS Telephone Number is: Central 9893. Ask for Editorial, Advertising or Service Departn 
1/3. Overseas 20/- a year, post free; per copy 1/8, posi free. 


; 7 a tinent, post free; per copy Ij- post free 
Subscription: AB), A year: home sad Con : 4 d: Contributions, which must be of specife instances, are invited, ~All com: 


a translation and reproduction are strictly reserved 
ae AN Gants of tran e munications to 6, Carmelite Street, London, E.C.4 


CLEAN, COOL & “COMFORT 
SHIRTS | PY 


in striped designs : 
or plain shades. 
inchading 2 collars 


REGS 


ae all AUTIN E ; á 
NONE GENUINE V WITH 
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OR the purpose of handling multiple sets of forms 
requiring carbon copies, Egry Manifolding Registers 
should be employed, as the interleaving of carbon paper 
is entirely eliminated. One turn of the handle delivers 
2 to 5 clear and unalterable copies of 


EGRY the original entry ; automatically pe 
| senting a fresh set ready for immediate 
CASH use, and retaining—in certain models 

TIEL —one copy in a locked compartment, 





for checking purposes. Egry Registers 


; l can be applied for the following 
A Cash Till which embodies the feature of purposes :— 


a. written itemised receipt is the most Stores Requisitions Works Orders Credit Sales 
° . Invoicing Repair Orders Receiving Records 
secure method of controlling every transaction. Stock Records Purchase Orders Warehouse Orders 
s Delivery Notes Internal Transfers Goods Inwards 
Production Orders Cash Sales Reporis 
EGR Our London factory is not only equipped for the 
j 4 J _ manufacture of continuous stationery for use in our 





























Registers, but also for the manufacture of Continuous 
Roll and Interfold Stationery for use in Billing and 
Accounting Machines, such as Elliott-Fisher, Under- 
wood, Remington, Smith Premier and Powers-Samas. 


PRICES RANGE FROM 6 TO 43 GUINEAS 


EGRY LID. 


4 B = WARPLE WAY, ACTON, w. 
Sas nS : | i Be -> TELEPHONES : SHEPHERD’ S Busu 2431 & 4484 


SPEED-FEED 


The Egry Speed-Feed Attach- 
ment enables your own type- 
writer to be converted into 
a Billing machine—with all 
the advantages of Con- 
tinuous Stationery—at 
a moments notice: 
snaps on and off in a 
second. 


























* Increase Your Income—Expand Your Sales NOW 


HE fascinating Booklet, here offered you FREE, describes a remarkable, proved successful 

and easy to apply method that you can start using at once either to increase your income, 
or expand the sales of your business. This Booklet, ‘‘Money-Making Opportunities in Postal 
Trading”, shows you :— 
(1) How you can start a Mail Order Business (2) How to start and run a Mail Order De- 
of your own in your spare time at home, vartment in your business that will at once 
wherever situated, with only a few pounds increase your sales, bring you entirely new 
capital, and without previous experience, that custom and secure cash orders from every 
will quickly bring you a full-time income. place which the Postal Service reaches. 


Perfected by experts with 30 years’ successful experience, this proved plan will not interfere with 
your present calling and can be started from any home, or used with profit in almost any business 
which is seeking new sales outlets and increased turnover and profits. Yet there are no samples 
or ‘‘outfits’’ to buy; no canvassing to do; no bad debts; no extras for rent, rates, or other 


overhead expenses. 
BUSINESS SERVICE INSTITUTE, 
Dept. B.M.33, 6 CARMELITE STREET, LONDON, E.C.4 
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SIEMENS 


PRIVATE TELEPHONE SYSTEMS 
Most Efficient 
Economical 


and Reliable 





SIEMENS | 
“NEOPHONE” 


The World's most efficient 
Telephone. Standardised 
by the British Post Office 


For SALE OUTRIGHT or on RENTAL 


Particulars from : 
RELAY AUTOMATIC TELEPHONE SECTION 
SIEMENS BROTHERS & CO. LTD. 
38 & 39 UPPER THAMES ST., E.C.4 
Telephone: City 5350 
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WHERE restricted space prohibits the use of other vehicles, 
this Millars’ Tructractor can be easily manceuvred—in 
factory yards, workshops, etc. It will carry or pull a 
load, or do both at once. 


handy Runi. 
bout ean I 
operated 


Its turning radius 
is only 9ft. Gins.! 


Small wonder, then, that the value of this efficient motor 

runabout as a time and money saver has been readil 

rh tg elgg by such jwell-known firms as Gas Light 
ke Co., Huntley & Palmer's, M.E.T. Tramways, etc. 


Soundly designed and built for many years of hard work. 
Pneumatic-tyred chassis supplied for road transport with 
special bodies to suit particular requirements. 


Write TO-DAY for catalogue which gives full details 


MILLARS’ MACHINERY CO., LTD. 


19, Pinners’ Hall, Gt. Winchester St., London, E.C.2 
Telephone : London Wall 0368 (4 lines) 


MILLARS’ TRUCTRACTOR 





| -spread organization, to exer- 


o whole business. 
- group of companies works as a 
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wehe IC.I. financial year 
$ bhas just closed with an 
@ increase in profits of 
1,320,782, or 38 per cent 
r the preceding year. 
"he main reason for this 
iccess. is undoubtedly the 
nified management which 
enables the executive body, 
while embracing such a wide- 


‘cise a direct and sensitive 
“control over the entire field of the 
-—goncern’s activities. 


~~ How does this unified management 
work? First of all, understand that 
== LC.I. consists of a holding company 
-controlling eight other groups of com- 
panies and a number of overseas and 
associated companies. 


How the Chain of Controlling 
Executives Links Up 


The holding company has a Chair- 


oman and Board of ten working 


directors which operates from the head 
office, and which virtually controls the 
In practice each 


- separate organization with its own 
Fi d boa ia of aco. 


By F. T. POULTON 





Current statistics, prepared in the shortest possible 
time by the latest types of office machinery and con-. 
tinuously submitted by each unit to the supreme 
Executive Board of this great organization makes 
possible that flexible control which has achieved 
success and both cash profits and business prestige 





a major problem arises at any point, 
the chairman and directors of the 
particular group affected make up 
their case or report and submit it at 


once to the Central Board for their. 


final decision. As the chairman of the 
group is at head office so often, any 
point can therefore be thoroughly 
gone into with the controlling body 
without waste of time. 


One of the chief factors which 
enables this plan of management to 
succeed so well is the fact that the 
accounting systems throughout the 
groups have also been unified as far 
as possible so that all current statistics 
can be recorded, summarized and 


the earliest possible moment. 


Each _broup and each eona 


passed to the supreme management at 
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' Managerial Policies which have Raised — 
Imperial Chemical Industries’ Profits 
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directions in which to push mowo 
developments, and aso make a rapid 
survey of all factors so they can make 
instant adaptations of pros action 
costs, selling prices, buying activities 
and so on. H 








Each Group Works to its 





Capital e Js controlted "i - 


annual budgets prepared at the beg 
ing of the year. 





submitted 1 ya their edie ae 






advantageous 


separately for each group by th eee 
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ensuring this is done. In the central 
board itself the treasurer is responsible 
for the general adherence to all 
budgets; he is virtually ‘‘Budget 
Controller’’. ) 

While budgets are provisionally 
made up for a whole twelve months, 
the company’s policy is flexible. If 
any changed condition is brought to 
notice by any group executive, the 
budget is at once re-discussed in the 
light of the new facts. It may be, for 
example, that a group wishes to 
launch a new line or to re-develop an 
old one. If the case is shown to be 
a good one, the central board is always 
willing to put the necessary capital at 
the group’s disposal. 

While the separate groups are free 
to conduct their own affairs, it will be 
seen that fhrough the budgets they are 
effectively controlled by headquarters. 
Spending cannot be made indis- 
criminately, because all working 
capital for the companies and groups 
must be dispensed through the central 
treasury. 


Centralized Control Keeps all 
Cash Actively Employed 


A constant watch is effectively kept 
upon the liquid position of the com- 
pany through this system of 
centralized cash control. The 
groups work on a minimum of 
cash requirements and remit all 
surplus cash regularly to the 
head office in London. By this 
means the controlling board 
ensures that no cash lies 
dormant in any part of the 
organization, it enables head- 
quarters to keep all available 
liquid resources fully and 
profitably active. 


This simply means that the 
subsidiary concerns are sup- 
plied from the central finance 
control with working capital 
against their requisitioned 
estimate (mainly the 
budgets). They em- 
ploy this capital as 
profitably and econo- 
mically as possible, 
returning all surplus 
to the central cash 
control at head office. 


In this way, there 
is always available 
sufficient data for the 
preparation of reliable 
statements of the pro- 
gress of the company 
as a whole, and for 
the supreme board to 
be kept fully informed 
at its regular monthly 
meetings. 


N 


ag 


- 


financial control point. 
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How Tariffs and Research 
Stimulate New Business 


As manufacturers, I.C.I. have 
taken full advantage of the recently 
imposed tariffs. They have marketed 
many new products as a direct result 
of the Act and have begun research on 
new projects which would not before 
have been possible. 


They spend over £500,000 a year 
on research, which covers not only 
laboratory work but factory research, 
which includes the improvement of 
machinery and working conditions. 

The company is also paying more 
and more attention to research on the 
marketing side. Apart from the com- 
mercial progress which this makes 
possible, they find that market re- 


eC rvOC CC 


Sir Harry McGowan, Chairman and Man- 
aging Director of Imperial Chemical 
Industries, is a great administrator. He 
believes in the big economic unit in 
business but is insistent that “ bigness" 
shall not prevent economy and efficiency 
methods being employed throughout 
his concerns. The expansion of his 


undertakings has been due to his ability 
to plan and develop progress while at 
the same time holding down costs. 
Below are some points about the I.C.I. 
organization :— 





1. Each group of companies in the organization has its 
own management directly responsible to the supreme 
executive body at Head Office 


Working capital for each unit is supplied from one 
All surplus cash in each unit 
is at once returned to the central control for reinvest - 
ment in the business 


Each unit continuously feeds the governing executive 
body with statistics of costs, sales stocks, trends, etc., 
enabling it to have a direct and sensitive control of the 
whole organization 


Capital expenditure is governed by the financial control 
board through yearly budgets. 
own budget, the group chairman is responsible for its 
working, the Treasurer at Head Office is ‘‘ Budget 
Controller’’ of all groups 


SS S SS eS ee ee ee ee T 





Each group makes its 
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search also stimulates purely technical 
research, as the laboratory workers 
become more interested as the market 
research people bring to them specific 
problems concerning new products 
and new potentialities. 


As an executive at head office told 
me: ‘‘We know that users’ needs are 
continuously changing, but we realize, 
too, that it is not sufficient just to keep 
pace with conditions as they move. 
We concentrate on research, technical 
and commercial, to carry ourselves 
ahead of the times. By this policy we 
discover new products, new uses for 
existing products, new marketing 
fields and so continuously create fresh 
business for ourselves instead of being 
content merely to follow behind in the 
general trend. 


“It is a fact, also, that mainly 
through our research the number of 
new products which we are launching 
is steadily increasing in textile, metal, 
foodstuffs, agricultural, transport, 
building and otlter industries. To-day 
we are founding progressive business 
for the future. 


‘‘Unhesitatingly I say that this pro- 
gress is due entirely to the methods by 
which accurate records and statistics 

are made (chiefly by the latest 
types of office machinery) and 
passed at high speed back to 
the controlling executives, who 
can thus at once take whatever 
action is demanded.’’ 


Right Personnel Control 
Strongly Influences Profits 


In a big organization of this 
kind the method of handling 
personnel has an important 
influence on profits. Sir Harry 
McGowan himself pays a lot of 
attention to this side of the 
business. He says: 


“In the long run the pros- 

perity of every company 
depends upon its per- 
sonnel. It is one of our 
most rigidly observed 
principles to recruit, 
train and organize 
personnel in such a 
manner that the right 
man shall be in the 
right job, and that the 
company shall have 
high officials of great 
ability, thorough train- 
ing, wide outlook, keen 
initiative and sound 
judgment.”’ 
[In a forthcoming issue 
we shall devote a special 
article to the methods of 
Imperial Chemical Indus- 
tries in the Management 
of Personnel.—Eb. 
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After Six Months’ Trial We Found 
The Six-Hour Day 


he question of whether shorter 

working hours would be an effec- 

tive antidote to unemployment 
without interfering with production or 
increasing the cost per unit is likely 
to be one of industry’s biggest prob- 
Jems during the next two or three 
years. 


The subject is already under active 
discussion in many quarters, as wit- 
ness the opinions expressed on the five- 
day week by leading business men in 
last month’s issue of Business. Since 
then Mr. P. Malcolm Stewart, Chair- 
man of Associated Portland Cement 
Manufacturers, Ltd., speaking at the 
annual meeting of that company, advo- 
cated the adoption of a 42-hour week 
by industry with a share in the profits 
for workers. 


“A forty-hour week,” he said, ‘‘is 
not the best starting point because it 
is difficult of application. A forty-two- 
hour week has merit for the simple 
reason that four times forty-two make 
one hundred and sixty eight, that is 
all the hours of the week. With a 
forty-two hour week continued pro- 
cesses involving shift work could be 
catered for by four shifts of forty-two 
hours instead of three shifts of fifty-six 
hours and would require an addition of 
one-third more workers. Further, a 
number of hours per man now worked 
on Sundays and as overtime would be 
diminished, a step in the right direc- 
tion. If the hours of day workers were 


a Profitable Operating Plan 


reduced from, say, 
forty-eight to forty- 
two, it would mean 
that the work now 
performed by six men 
would require approx- 
imately seven. 


“Many will say,” 
he said later in his 
speech, ‘‘shorter hours 
will place an unbear- 
able burden on indus- 
try by increasing the 
cost of production 
and that the export 
of our products will be made diffi- 
cult. It is true that initially the 
cost of production would be somewhat 
increased, but I am convinced the 
advantages to industry from the result- 
ing improved efficiency, particularly 
where the working hours could be con- 
densed into a five-day working week, 
and from decreased unemployment, 
would go far to mitigate the increase 
of costs once experience is gained. The 
home trade would be generally stimu- 
lated by the greater spending power of 
the additional numbers employed, and 
it is almost impossible to over-estimate 
the gain through their improved morale 
brought about by the exchange of 
despair for hope. Better efficiency 
and a more prosperous home market 
would react favourably on costs of 
many products exported.” 


That is the considered opinion of a 


industry. 


* 


This Plan comprises Four 6-Hour Shifts 
instead of Three 8-Hour Shifts. It Offers— 


Employees 


More time for leisure, hobbies, 
educational pursuits, etc. 


Increased Incentive to prepare 
for executive posts since four 
Shifts make more executives 
necessary. 


Less fatigue as shorter shifts 
and longer rest between. 


Decreased cost of living as all 
meals at home. 


> 


To The Company 
I. 


Increased dally production 
through increased work at 
every point. 


Elimination of meal breaks 
enables uninterrupted con- 
centration on work. 


pA 


Increased return on capital 
since increased rate of plant 
operation. 


3. 


Decreased overheads since 
workers produce more per 
head. 











LEWIS J. BROWN, Chairman of the Kellog 
Company, says “the consumption of manufactured 
goods cannot equal the production capacity of 
[It is essential, therefore, for manage- 
ment to REDUCE WORKING HOURS—WITHOUT 
REDUCING EMPLOYEES’ 
THROUGH WAGE CUTS”. 
how the Kellog Six-day Plan meets the situation 


BUYING POWER 
This artide shows 


business man who has interests in com- 
panies with capital of a market value 
of over £20,000,000. At much the same 
time as he was making his speech repre- 
sentatives of the executive committees 
of thirty-eight unions in the engineer- 
ing, ship-building and ship-repairing 
industries were meeting privately in 
London to discuss the launching of a 
campaign for a reduction of working 
hours from forty-seven to forty a week, 
without any reduction in pay. 


Thus, both management and labour 
are considering the ways and means 
to a shorter working week, and man- 
agement is naturally delving the most 
deeply, weighing not only its effects 
upon the community but its effects 
upon business. 


In view of these investigations an 
experiment in working shorter hours 
carried out in America by the Kellogg 
Corn Flake Company, manufacturers of 
cereal foods, is of especial interest to 
business men just now. What the 
scheme is, how it works, and what its 
effects have been are worth the clesest 
study. 


The Kellogg Company began by ad- 
mitting that the consumption of manu- 
factured products cannot be expected 
to equal the production capacity of 
industry, and therefore it is essential 
both for management and labour to 
find a means of reducing working hours 
without interfering with the employees’ 
buying power through cut wages. 


The most practical method of accom- 
plishing this in their case appeared to 
be the reduction of the working day 
from eight to six hours, a plan which 
also promised to do away with several 
inequalities and eliminate a few petty 
evils which had grown up over a period 
of years. Under the old plan of work- 
ing eight-hour shifts employees on each 
shift were given a lunch period, and 
also were paid time and a half for all 
time over eight hours as well as for 
all work on Sundays. Employees 
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working on the 3 to 11 p.m, shifts were 
paid 5 per cent more than employees 
working on the 7 to 3 p.m. shifts, while 
the employees working on the 11 to 7 
a.m shifts were paid 5 per cent over 
the 7 a.m. to 3 p.m. shifts. There was 
a tendency in the 8-hour day to slow 
down before meal-times, and the pick- 
up afterwards was always slow. 


This is How The Shifts 
Were Arranged 


. All these points were taken into con- 
sideration when it was decided to create 
four 6-hour shifts instead of the three 
8-honr ones. The new shifts were 
organized as follow: 


Shift 1. 6 a.m. to 12 noon. 
Shift 2. 12 noon to 6 p.m. 
Shift 3. 6 p.m. to 12 midnight. 
Shift 4. 12 midnight to 6 a.m. 


Under this schedule there are no in- 
equalities, for each shift has equal 
advantages. This immediately elimi- 
nated the need for extra allowances for 
any shift and also eliminated the stop 
for meals, each shift working straight 
through without a break. 


The new shifts also allowed a slight 
increase in the rate of production, as 
workers’ fatigue became a less import- 
ant factor in production. The careless- 
ness and waste which occurred towards 
the end of the 8-hour shifts was practi- 
cally eliminated altogether, and this, 
together with the quickened rate of 
production, naturally allowed a greater 
return on investment and machinery. 


While the chief advantages to the 
worker under the 6-hour day are fairly 
obvious, the Kellogg Company dis- 
covered others soon after the adoption 
of the new system. The chief are: 


1. More time for recreation and hobbies. 


z. Time to pursue educational and 
cultural courses 


3. Increased incentive to prepare for 
managerial jobs, as the change 
from three to four shifts makes 
necessary an additional full staff 
of managers, foremen, etc. 


4. Less fatigue due to less hours’ work 
daily and longer periods of rest 
between, resulting in a more 
healthy, ambitious working force 

5 Opportunity for mothers who must 
support children to earn a living 
and yet have ample time at home 
to care for their families 

6. Less waste time due to concentration 
of work in a single period 

7- Decreased cost of living-~all meals at 
home 3 

8. Greater assurance of a steady job, as 
more workers are absorbed. Who 
thus become earners and consum- 


ers and so help to stabilize local 
industrial situations 


The scheme benefited the company 
just as much in the following ways: 


I. Increased daily production from the 
plant as an operating unit, due 
to increased production at every 
station or task, slight in itself, 
but considerable in the aggregate 


2. Elimination of meal periods, with 


their unprofitable tme, and the 
expense of a large cafétaria 

3- Increased return from capital inves- 
ted in plant and machinery, 
owing to increased rate of plant 
operation - 

4. Opportunity for reorganizing the 
working force to rectify inequal- 
ities and fit all ‘“‘pegs’’ into 
appropriate ‘“‘holes’’ 

5 Decreased overhead because the 
factory produces more pack- 
ages of goods per unit of over- 
head than under the 8-hour shifts 

In reducing the number of working 
hours a day, under the 6-hour day 
plan, there was naturally a reduction 
in the day wages for the higher paid 
employees. This was accompanied, 
however, by some increase in hourly 
base rates. 

In determining the increase in hourly 
wages, it was necessary that this figure 
be so established as to be sufficient for 
the employees to continue to live at 
the same scale as on the 8-hour shift, 
and it was also necessary to keep in 
mind the pay-roll cost, so as not to 
affect the cost of production materially. 

The company made studies of what 
the daily wage should be to give an 


“My Cure for 
Depression” 


We have reached a time when 
productive ability has outstrip- 
ped the real and potential cap- 
acity for consumption, which 
means that we must reduce our 
production and Increase our 
consumption of all commodities. 
lt may mean dearer goods, but 
they justify high wages. 


Now reduction of production 
can obviously best be brought 
about by a world-wide limita- 
tion of working hours.. Encour- 
age the wage-earner to spend 
more freely, which would be 
done by giving him more time 


in which to do so, and you gear 
up and Increase the speed of the 
pump that circulates money 
throughout the community. 


...Shorter working hours need 
not reduce national prosperity. 
They should improve the 
national physique. | have work- 
ed in my time for long hours 
at a stretch and have suffered 
physically. Automatically we 
are coming to the realization 
that shorter working hours are 
a benefit... What we need in 
industry at the present time Is 
intensity of effort on the part of 
the individual rather than 
duration.” 


SIR WILLIAM R. MORRIS, Bt. 
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employee approximately the same pur- 
chasing power as he had had two years 
or so previously, when commodity 
prices were much higher, and of the 
minimum daily wage a male employee 
should have in order to provide him- 
self and family with a proper living. : 
As a result, it was decided that the 
minimum wage for a male employee 
should be at the same rate as when 
operating on the 8-hour basis. Thus, 
in working on a 6-hour day basis, the 
base rate for the minimum wage of an 
employee was increased 334%. It was 
also found that if those receiving a 
higher wage received a 124% increase in 
base rate, their purchasing power on 
a 6-hour basis would be approximately 
the same as it was in 1928 on an 8-hour 
basis. 

In announcing the new plan to the 
employees, the results of this investi- 
gation were given to them. A series of 
special meetings was called: first the 
administrative group, then the factory 
managerial staff, including superin- 
tendents, then the foremen. After due 
deliberation, and the answering of 
many questions, all the greups finally 
agreed that the plan was feasible. The 
department foremen then conveyed this 
information to the employees and ex- 
plained to them the various phases of 
the proposed arrangement. Immedi- 
ately thereafter a general meeting was 
held, the plan finally approved and the 
date of its inauguration publicly 
announced. 

After having obtained the approval 
of the plan, a complete programme of 
procedure was prepared in advance, in- 
cluding the reorganizing of the staff and 
the taking on of fresh employees, and 
followed out to the letter. 


Two Years Running and 
Plan Still Profitable 


The plan has now been in operation 
for nearly two years, and. unless some 
at present unlooked-for development 
occurs, or some unsuspected weakness 
develops in the plan, the Kellogg Com- 
pany intend to continue to operate on 
the 6hour day permanently. They 
have found it a profitable operating 
plan, profitable for the workers and 
equally profitable for the business, due 
to the increased operating efficiency 
and the lowered cost per unit of pro- 
duction. 


From the point of view of £ s. d. 
business, irrespective of social consider- 
ations, the important points of the 
Kellogg scheme are: 


ONE : 


Continuous operation of plant. There 
are no stops at all throughout the 24- 
hour day. Each 6-hour shift works 
continuously without break. As against 
this, a one 8-hour shift means two 
4-hour working periods, therefore one 
short lunch-time, one hour break and 
one over-night 15-hour break; two & 
hour shifts means two one-hour meal 
breaks and one long break; even three 
8-hour shifts involves three 1-hour meal 


(Continued on page 30) 
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Perfect desk-tops is what an office man- 
ager of a large company likes to see. He 
had every desk covered with a detachable 
sheet of dark linoleum secured by brass 
corners, like a blotting pad. These can 
be scrubbed or renewed at any time. 


@ 


An octagonal desk is used in one of the 
newest offices in London by a managing 
director. This enables his executives to 
sit more comfortably rouhd it at con- 
ferences. 

m) 


The head of a shipping firm in the City 
has his telephone, desk set, reference 
books and odds and ends on an ordinary 
oak dinner wagon near his desk. When 
he interviews a client he pushes the wagon 
entirely clear of his desk. 


In Kingsway there is an executive's office 
which, though you may enter it during 
November's thickest fog, persuades you 
that the bright sun of summer is shining. 
The electric light, a scientific combination 
of tinted bulbs, gives this complete 
illusion. The executive is positive that 
this ‘‘sunshine’’ results in better health— 
and tempers. 
(D) 


Four years ago a young clerk was asked 
to get out a return of stationery consump- 
tion. He broke all precedent by giving 
it in apa form. To-day the management 
of this firm is directed solely from 
graphical statistics. The young clerk is 

Statistician’ to the company which, 


incidentally, made record profits in 1932. | 


A telephone rule, rigidly enforced by a 
big company is: ‘‘Any member of the 
staff, no matter how highly placed, must 
be ready to speak before the person called 
actually to the receiver.” Business 
men at the ‘‘called’’ end appreciate this. 


i 


Executives in one firm, while left free to 
make decisions, have to send to the chief 
a brief, dictated report of any major 
decision. This plan avoids expensive 
errors of judgment. 


@ 


Savings of {200 a year are being made 
by a suburban firm in the publication of 
its monthly bargain catalogue. This 
circulates among 20,000 customers and 
previously appeared about the first of each 
month. Customers have been informed 
that instead of receiving their catalogue 
regularly each month they will now receive 
one only when the firm consider they are 


@ 


Escalators in place of lifts in a large 
Midland store has done away with four 
lift attendants and has quickened the flow 
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attract fresh crowds of ‘‘shop wanderers” 
most of whom come to see and remain to 
buy. 


back for more recipes and before long the 
bookseller had to replenish his stock. 


@ 


Chromium plated steel tubes are being 
used as an ideal background for fashion. 
A store in Oxford Street recently had a 
sunset window of furs. A semi-circle of 
reflecting rose-pink lig 


“Thank you for buying British’ is the 
message which greets the buyers of a cer- 
tain foodstuff manufacturer’s goods when 
they open the carton. 


A chocolate manufacturer inserts in every 
box of his products a nicely worded invita- 
tion for the consumer to visit his factory. 


A chiming clock is kept on his desk by 
an executive in a well known oil company. 
It helps him to stick to the sectionalized 
programme of his day’s work, the chimes 
also remind visitors not to stay too long. 


Wire netting walls of the stores depart- 
ment which is located in the centre of a 
large workshop prevents ‘‘minute-killing’’ 
by employees who otherwise linger too 
long when drawing material from stock. 





Thousands of steps in the course of a 
month are saved to secretaries of execu- 
tives by a sliding panel in the partition 
wall dividing their offices. Executive and 
secretary each sit near the panel, each gets 
the privacy of a separate office yet com- 
munication can at any time be made via 
the panel without the executive having to 
wait or the secretary having to move from 
her chair. 
a 


Daily memo desk pads are issued to all 
departmental executives of one firm and 
their use insisted upon. The total cost to 
the firm is {10 a year but by their use 
jobs are not forgotten. By recalling an 
otherwise elusive but important matter 
one entry alone may more than compen- 
sate for the whole year’s outlay. 


By dispatching goods in cartons which 
needed sealing with gummed tape only at 
one end a busy wholesale house saved in 
time and increased output far more than 
the increased price of cartons over brown 
paper and string. 

@ 


A coupon for children to fill in inserted in 
an advertisement in the local papers for 
toys brought a provincial store 7,000 
replies—the majority first class families for 
a direct mail campaign. 


o 


Actual photos of its various products 
instead of printed catalogues are used by 
the salesmen of one concern. The $ apes- 
are coated with a washable varnish and 
can thus be cleaned at any time 


One director has a photostat miniature 
made of every statistical chart which 
comes to his desk. These he carries about 
and studies at odd moments, at lunch, in 
the train, etc. It avoids the inconvenience 
of large sheets. 


4,000 new orders were secured in three 
weeks by a sales manager who urged his 
team to sell one of the firm's products to 
every dealer for his own personal use, as 
distinct from his buying for stock or 
resale. m 


Wanting to use his press advertisements 
as posters for display in retailer's win- 
dows, a manufacturer found tbe 11 by 7 
inch announcements were much too 

for the purpose. He had 33 21 inch 
photostat enlargements made. ey cost 
little and were very effective. 


“All communications to be addressed to 
the company’’. This may be a good 
ruling with some firms but the practice 
followed by a direct sell house of 
putting at the foot of each t ae 

of query please ask for Mr. Blank’’ 
mace greater assistance to the buying 
public. 





. phat the trend of business is at 
f this particular moment is diffi- 
oN Sw eult to set down. We must 

always base our estimate of the Trend 

on the figures for the preceding month 

and upon the day by day events of the 

> current month. March is the last 

= month for which figures are available, 

but April is the month we have been 

=~ passing through, and these two months 
involve wholly dissimilar situations. 






~ Figures indicate 
Continued Improvement 
“The latest available figures indicate 
| that the improvement in British con- 
_ ditions and business activity recorded 
in recent months continues. 
employment is down by 80,000 in 
ne month; employment is up by 
03,000. Unemployment is still 208,000 
sher than a year ago, but if the pro- 
> decrease for the last 3 months 
Ss we may soon have a decrease 
year ago; for in April, 1932, unem- 
nt began to increase. This will 
‘a critical figure to watch. 
It is especially significant that the in- 
ease in employment has come not 
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only in the seasonal trades of building 
and contracting, but also in the basic 
industries—iron and steel, engineering, 
shipbuilding; in the distributive trades; 
and in motors, woollens, boots and 
shoes. The only declines are in coal- 
mining, cotton and dock services. There 
is no evidence of any upturn in cotton; 
dock services are bound to decrease as 
our imports diminish; but it will be in- 
teresting to see whether coal-mining im- 
proves as a result of favourable trade 
agreements with the North European 
countries. 


me 


have repeatedly pointed out, if we can 


decrease our imports and yet even. 
maintain our exports, let alone increase. 
them, our position will become con- 
tinuously more favourable. Imports, _ 
but {7,000,000 up on last month, are | 
{5,000,000 down on a year ago, yeto 
the increase was very little in manu- 
factures, mostly in food and raw. 
material. . 


Retail Sales down in £ s. d. 
Probably up in Quantity Be 
Re sales were at a higher propor- | 
tionate rate in March than in Feb- — 
ruary. The percentage decrease in- 
turnover on the same month of last — 
year is steadily going down. Coe 
During 1932 retail turnover was lower. 
than 1931, bat month by month t 
rate of decrease was lessening. > Li 








improvement. 
finest 
£4,600,000 on 
£1,350,000 on a year ago; and the 
grand total of exports is the highest 
for 12 months. 
couraging of all trade indices. 





Import and export figures also show 

Exports showed the 
yet: an increase of 
last month, and 


gain 


of 1932. 
This is the most en- 
As we 


, ome LONDON: A reasonably 
Cerrar eee ed busy month, with the Stock 
10..18% Co Exchange a little more active 
1S 207 EZA aa the promise oi pienty of 
: usiness in many industries. 

20u 25% DSSS Money appears to be fow- 
pnn ina ing’’ a little more easily 

than in February or March. 


EASTERN AND SOUTH- 
EASTERN COUNTIES: The 
tone in this area is a little 
brighter. Agriculture shows 
| a very slight advance, and 
light engineering and chemi- 
cals have experienced a 
better month. aes 


MIDLAND DISTRICT: A 
gradual improvement in en- 
gineering is reported, and 
the electrical industry is well 
maintained. Light cars are 
very much in demand, and 
the export motor trade is 
brisk. The home consump- 
tion of brass and copper 
tubes has increased. More 
boot factoriés are working 
full time, but the spring 
business in ladies’ hats is 
very slow in beginning. 


in 1932 was only 3.1%. This dec 
was smaller than in February, whic 
turn was smaller than in January 

smaller than the average for th 


In fact, as retail prices. fell anywh 
from 7% to 10% during the year, a 


ion this Month 















































niture, light engineering an 
timber remain about th 
same. There has ~ bee 
slight decline in- food: 
through the falling away 
demand. P 
NORTHERN. DISTRICT: - 
In spite of the many diffi- 
culties engendered by the — 
American crisis, the cotton 
marketremains steady. Wool, 
too, is fairly active, and . 
many plants are working full - 
time again. The- Liverpool - 
freight market remains about 
the same. Foodstuffs are de- 
cidedly better. sigh ae ee 
NORTH-EASTERN... DIS- 
TRICT: Little change in 
the general position. Coal, - 
coke and shipping. remain _ 
quiet, and employment: is 
still poor with few hopes of 
improvement as yet. BS 
SCOTLAND: General trade 
remains fair. There is little 



















to is held ‘y was J aleo 7% lower 
go, which doubtless means 
volume of stock carried was 
| but that prices were lower. 

4s was to be expected, the smallest 
ease in sales, only 2.3%, was in 
-ondon and South England, where un- 
mployment is lowest. The largest de- 
ease was in the north—3}%; but even 
his was a great improvement on the 
weceding month’s rate of decrease at 
i$% It is interesting to note that while 
yur retail trade fell by only about 4% 
ast year, departmental store figures 
rom the U.S.A. show the enormous 
lrop of 69%, and from Germany 71% 
\s might be expected from the £ s. d. 
ncrease in retail sales, the gross turn- 
ver and net profits of most retail firms 
Uso fell in 1932 by an average of be- 
ween 10% and 15%, though one or two 
irms avoided any falling off. 
Undoubtedly, our internal trade is 
intaining itself, and our home trade 
-a better condition than that of 
iny other country. But retail sales will 
10t increase substantially except as 
smployment increases. If the March 
decrease in unemployment continues, 
we can look forward to an £ s.‘d. in- 
crease in retail sales. Even now figures 
seem to show that the volume of goods 
sold is larger than last year. 

















| yll; r-Adjustment will 
ttle World Prices 
cost of living was again down, 
37% against 139% the preceding 
month; 144% a year ago. Wholesale 
prices were down by 1.3% compared 
with February, a decrease of 1.7% com- 
d with March. 


<The significant relationship is this: 
while prices are down as compared with 
1-year ago and cost of living is down, 
unemployment is up and retail turn- 
over is only down by half as much as 
prices. 

- Since the first week in March, how- 
sver, and especially in April, there has 
been a steady rise of wholesale prices, 
due mostly to America’s going off gold 
and the stimulus to speculative buying 
resulting therefrom. This increase in 
America was as much as 20%, but 15% 
af this is represented by the dollar de- 
preciation. The real rise in the world 
level was. about 4%. 

A word of caution as to the rise in 
wholesale prices: The big rise in 
America is not a natural rise: it is 
mostly an adjustment of American 
rices to the depreciated dollar. The 
small world rise in prices is of course 
real, but it is largely due to the specu- 
ative and precautionary stimulus which 
the artificial rise in American prices 
zave to buying. When the dollar 
“eaches its level and this purely 
‘adjustment-rise”’ i is finished, the possi- 
pili re that world prices will drop 
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-he ‘building situa tien id is a -Plans 


were 35% above last year. Of this 
£5,000,000 increase, nearly £4,000,000 
was on inereased house building. It is 
also significant that nearly {2,000,000 
of the total building done for this 
quarter was spent on business premises. 

Ship-building and ship-repairing seem 
on the turn. More tonnage of work in 
hand, less idle shipping. This com- 
pares with a decrease in the rate of 
ship-building in the rest of the world. 
Our success is attributed to the fact 
that our ship-builders have succeeded 
in reducing costs—a pointer for other 
industries. 

Great Britain is the only country in 
which the use of telephones is increas- 
ing (over 65,000 in a year), and the 
consumption of electricity is also in- 
creasing. All other countries show a 
decrease, 

The coal trade expects improvements 
from the new trade agreements. The 
German quota has been incréased by 
80%. Denmark is going to take in- 
creased supplies, The other Scandina- 
vian countries will doubtless import 
more under their forthcoming agree- 
Canada is taking far more 
anthracite; anthracite mines are defi- 
nitely increasing their output and em- 
ployment. These agreed increases in 
imports. should alone give direct em- 
ployment to 12,000-15,000 additional 
miners. The coming year, if labour 
troubles and political interference are 
avoided, should see a definite upturn in 
the coal trade. 


More Capital Ventures ; 
Restored Wage Cuts 
N ew capital figures show an increase 
for the first time in six years. Not 
only the March figures but the total 
figures for last quarter and for the last 
twelvemonth all show increases over 
the corresponding figures for the pre- 
ceding year. We still have a long way 
to go before we reach pre-slump figures, 
but the curve of new capital is upwards. 

Several months ago we reported that 
an increase in the number of new com- 
panies formed was recorded. We cited 
this as a welcome sign of enterprise and 
increased trade. Now we report that 
in 1932 there were 1,000 more patent 
applications than in 1931-—a further 
sign of enterprise. 

Several notable instances of restored 
wage cuts have occurred recently. Im- 
perial Chemical Industries, Ltd., the 
largest industrial concern in the Empire, 
has restored to 25,000 employees the 
wage cuts made two years ago. 16,000 
local government officials in the North 
have had their wage cuts restored. 
2,000 London tramwaymen likewise. 


How Trade Agreements - 


broad, task ee ie 


I approved the first quarter of 1933 T 
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BUSINESS for MAY, 1933 / 


How Standard Motors RAISED 
Their EXPORT Trade 
650% in 12 months 


From an interview with 


B. F. MASON, Export Manager, Standard Motor Co., Ltd. 


n 1933 the Standard Motor Company 

ranked fourth among British ex- 

porters of cars to foreign markets. 
Not a bad position. But in the subse- 
quent trading period of twelve months 
(1932). the Company's enterprise 
wrought an amazing change. An 
increase in exports of no less than 
650 per cent. 

Yet that is not the whole story. The 
company's 1933 period already shows 
to date an increase of still another 80 
per cent over the corresponding period 
of the record-breaking 1932. An 80 
per cent rise over a 650 per cent rise 
which was from a position even then 
“not so bad” is achievement indeed. 

I went to Mr. Mason, expecting to get 
a story about veritable upheavals and 
drastic reconstructions in the Standard 
Export Departments. It came as a sort 
of anti-climax, therefore, when he 
denied the use of any stunts or high- 
pressure methods, and attributed the 
success to the simplest of plans. 

If the reader criticizes these plans as 
being the obvious fundamentals of in- 
telligent business, the kind of procedure 
any ordinarily progressive manufacturer 
would think of and use, he will be 
largely right. They do occur to one 
as ordinary and fundamental plans— 
when you see someone else employing 
them. The point is, however, that 
many manufacturers do not think of 
them, or, if they do, they don’t use 
them. 

To begin with, Mr. Mason’s entire 
conduct of Standard’s export business 
is governed by the rigid observance of 
one point of view. It is: “We are 
happy to do business with our custo- 
mers, and we want them to be as happy 
to do business with us. If we help 
them in every way the more easily to 
sell our products in their territories we 
both benefit, in goodwill as well as in 
cash profits.’’ 

Criticize that if you like as a business 
‘‘platitude’’. To those who only talk 
about it while they fail to observe all 
the injunctions it implies it is a plati- 
tude. But by living up to it as an 
active business policy, as the Standard 
Company does—well, the figures speak 
for themselves. 


Holiday Plan Revitalises 
Resident Supervisors 
n the British possessions abroad the 
| Standard Company has resident area 
representatives, men on the company’s 


By F. T. POULTON 





No fireworks, no stunts. Just 
careful and continuous attention 
to common-sense methods. 
Here they are, each under 
its separate cross-heading 





ee 
——— 


own pay-roll who appoint local agents 
and generally see that these agents kee 
up to scratch. , 


These resident representatives have 
always worked well, but the company 
in England found that through con- 
tinued residence abroad they were apt 
to become rather more ‘‘agent minded”’ 
than sales minded. By protracted 
absence from the parent company 
they tended to lose that up-to-the- 
minute priming which is essential to 
the progressive selling field. 


In bidding for the big rise in export 
business, the Standard Company there- 
fore started by making a new arrange- 
ment for their foreign resident men. 





Supplies of the House Magazine are over- 
printed (as shown along the base of the 
cover) with name and address and sent 
to each overseas agent. These agents 
thus secure in their own territories the 
full prestige of the Standard Company. 


They recalled every one of them for a 
short holiday in England, during which 
they visited the factory, met all the 
various executives and underwent a 
thorough repriming in all the latest pro- 
duction methods and marketing plans 
of the company.’ 


This scheme had the effect of thor- 
oughly re-vitalizing the resident repre- 
sentatives, who went back to their terri- 
tories with entirely new material with 
which to intensify their own campaigns 
in the local districts. The resulting in- 
crease in orders which they sent in 


from all local agents constituted the 
. first big step towards that 650 per cent 
rise. 


So successful was this plan that the 
company has arranged, every alternate 
year, to bring all overseas resident 
supervisors home for a similar ‘‘re- 
priming” holiday. 


Print, Write and Quote in Foreign 
Agent’s Own Language 


nother factor which has much 

helped business in foreign terri- 
tories is the care with which the Stan- 
dard Company assists foreign agents 
by invariably corresponding, providing 
publicity literature and quoting full 
terms and business details in his own 
native language. 


Mr. Mason himself speaks and writes 
seven foreign languages, and there are 
other members of his staff who are also 
linguists. It is the export department's 
boast that it never fails to answer 
promptly and completely a foreign 
letter, no matter in what language it 
is written. 

The greatest care is given to the 
printing of publicity literature in the 
language of the country for which it is 
intended. Prices and terms are quoted 
in the foreign currency; freight, insur- 
ance, packing, and all extras are min- 
utely detailed so that the agent need 
not himself go to any trouble to work 
these out. He finds it easy to do busi- 
ness with the Standard Company, and 
for this reason he has increased his. 
business. 


Personal Note in Communications 
Definitely Wins More Business 

| n corresponding with foreign agents, 
Mr. Mason always writes in a personal 

strain, suiting the letter to the indi- 

vidual, and generally introducing a note 


MARKETING - SELLING - 


of human interest in the communica- 
‘tion. 


You may say this is a small point, 
` but it has had a tremendous effect in 
\ building up a goodwill that has defi- 

‘nitely increased business. 
\ 


: Follow-up System Provides 
Personal Day to Day Contact 


r. Mason has an excellent system of 

follow-up through which he keeps 
in close touch with every Standard 
agent abroad. Between two metal 
covers, about 15in. by 1zin., he has a 
card index. Each agent has a card, 
and on it is recorded periodically 
every order. 


This index is constantly examined, 
and the moment a card shows that an 
agent is not re-ordering at the rate of 
his general turnover a special letter or 
cable is at once sent to him. These 
communications are essentially human 
in tone and invariably produce the 
required effect. 


This index enables every foreign 
account: to be watched individually. 
Apart from sending routine reminders 
when orders seem to be flagging, the 
export department takes a deeper in- 
terest in its agents’ activities than that. 


Mr. Mason personally watches world 
events very closely. If any event of 
importance happens in or near an 
agent’s territory he sends a personal 
cable or a special letter tying up the 
topical event with some phase of the 
Standard Company’s business. It may 
be that Jamaica, for example, has a 
bumper banana season, with good 
prices. Mr. Mason would send a con- 
gratulatory message personally directed 
to each agent in Jamaica and tie it up 
with a helpful suggestion, not a dic- 
tatory urge, about taking advantage of 
the prosperity to get more business. 


‘That, of course, is only one illustra- 
tion, but it indicates how agents, 
though they may be 5,000 miles away, 
are treated personally as if no such dis- 
tance intervened. The agents are made 
to feel that they are somebody in the 
company’s estimation and not subdued 
down to the status of a mere cipher 
by the aloof detachment of a large com- 
mercial machine. This personal rela- 
tionship promotes much additional 
business. 


How Visiting Agents Meet 
Company’s Chlef Executives 
Ae point in the Standard policy 

is that it invites all foreign agents, 
whenever they visit England, to call at 
the works in Coventry. These visitors 
are met at the station by car, taken to 
the works and entertained at the execu- 
tive dining-hall, where they meet the 
directors of the company and the prin- 
cipal executives. 


This meeting, and lunch, are quite 
informal. Business is not discussed 
seriously, but the social atmosphere 
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= We never put upon the agent the onus 
of translating anything. We write in his 
language and so make it easy for him to do 
business with us,” says Mr. Mason. This isa 
sales letter and when It was reproduced as an 
item of interest in the Company’s House 
Organ It so Intrigued a West of England 
agent of Standards that he used It—and suc- 
cessfully—as a mailing plece to hls local pros- 
pects. He took the precaution, however, to 
print the English translation on the back. 
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adcs immeasurably to the feeling of 
goodwill between agent and suppler, 
especially as the foreign visitors are 
never embarrassed by language diff- 
culties. It paves the way for a most 
amicable business discussion later in 
the day. 


House Organ Enhances 
Prestige and Goodwill 


Te House Organ plays a big part in 
cementing the cordial relationship 
between the company and all its trade 
distributors. The pages are open for 
contributions from Standard agents in 
all parts of the world. It is edited and 
produced in Coventry and is a thor- 
oughly helpful and entertaining maga- 
zine. Overseas agents secure the re- 
flected prestige of the company, as they 
are provided with copies for distribu- 
tior among their own customers, and 
these copies carry the agent’s name and 


f address overprinted on the cover. 


——<)— 


A new colour-floodlighting process has 


emerged from the research laboratories of 
the G.E.C. Instead of the usual tungsten 
filament lamp and colour media used for 
ordinary coloured flooding purposes, the 
new system employs a gaseous discharge 
lamp which gives a coloured light of blue, 

een, or red, which can be mixed and 

lended to produce rich colour effects. The 
whole output of light is projected on to 
the building and none is absorbed by 
colour media. The new system gives two 
or three times as much coloured light as 
the zungsten lamp and colour screen for an 
equal consumption of electricity. 








PROGRESS comes by... 


A ay to adopt and use other 
people’s ideas is one of the vital 
needs of successful management. No 
one board of executives can have a 
monopoly and ideas and plans; no one 
business can presume to have dis- 
covered absolute finality in the way of 
doing things. Always there will be 
someone with a way which is better, 
cheaper, quicker, or in some manner 
superior, to your own way of doing it. 


There are two methods of discover- 
ing the other men’s way of doing things. 
One is to travel widely, visit all kinds 
of factories and talk with all kinds of 
business men; the other is to read all 
you can about other people’s ideas. 
Both methods are good, separately. 
But a combination of the two is best. 


Business provides you with the 
latter facility. Under one cover you 
are given, every month, dozens of ideas 
as practised by the other man. And 
these ideas and plans are only those 
which have been proved successful. No 
ventures are put forward for doubtful 
experiment. Bustvess is not concerned 
with theories and experiments until 
they have proved themselves, in actual 


Ability to se 


practice, to be time and money savers 
for -he business man. 

O2 page 11 of last month’s issue an 
executive states that he has done what 
we want every reader of Business to 
do, and that is to use and profit by 
soms3 of the many plans and ideas which 
we describe every month. BUSINESS 
differs from every other periodical of 
its kind in that it does not merely tell 
you what is being successfully done by 
other people in the business world, but 
how they do it. 


“Ie Is necessary 
To TRAIN Executives 
for Management” 


An article of direct Interest to 
the management and controlling 


executives of those concerns 
which are planning to bulld up 
future executive personnel within 
thelr own organization. It is by 


OLIVER SHELDEN 
Director, Rowntree & Co., Ltd. 
on page 20 
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Trunk telephone conferences in which 


half-a-dozen business men he different 
parts of the country can È can 
now be arranged with the Post Oce. By 
making advance arrangements for all the 
business men to be available at a specified 
time, and by notifying the Post Office of 
the time, all can be connected simultane- 
ously so that an actual conference can 
be held. Arrangements can also be made 
for a business chief in London to talk to 
groups of his employees in different centres 
through the same service, by the addition 
of microphones and loudspeakers. The 
rate for the trunk conference service is the 
normal telephone fees plus a special 
charge of ten shillings. There is no vana- 
tion in this charge whether the conference 
is long or short. The advantages of this 
service in the saving of time and money 
are obvious. 
i oD 

A new “Save your Car” service has 
recently come into operation at over 1,000 
mechanized service stations throughout 
the country. The plan enables the owner 
to give his car the care and attention 
which is prescribed for it by the manu- 
facturer. The car is generally tuned up 
and thoroughly lubricated ın every part 
regularly for a nominal charge. The new 
service will save money on repairs and 
renewals which arise from neglect and 
should also enable a better id to be 
obtained for the car when sold. 


1 


A clne-camera which can be carried ın the 
pocket is the latest advance in photo- 
graphy. The camera contains twenty-five 
feet of film which will take 4,000 pictures. 
These can be enlarged for showing on a 
normal home or office screen, There are 
big possibilities in the adaption of this 
camera to business and industry. 


m 


Rubber dishes and many other articles 
are made possıble through a new rubber- 
base plastic compound which is odourless, 
tasteless and heat resistant. 


m 


Permission to construct a great rail, road, 
ar and water centre ın London is bemg 
sought by a recently formed company. 
The suggested sıte 1s behind King’s Cross 
and St. Pancras Stations, at a point where 
the Grand Union Canal already crosses 
and where a connection with the Under- 
ground railways could be easily made. An 
aerodrome costing £5,000,000 18 planned to 
be built above the railway sidings, in the 
form of an eght-spoked wheel, half a mile 
im diameter and 120 feet above ground 
level Large buildings will be erected at 
intervals to support the aerodrome, some 
of these will be used as hangers for air- 
craft while others will be built as ware- 
houses, depositories and cold stores. The 
scheme takes in the reorganization of the 
railway goods yards, the clearance of three 
acres of dilapidated buildings, and the 
erection of a motor coach station for long- 
distance traffic to the North. 


wy 


The first “Help Yourself Stores” has 
been opened ın this country, at Victoria, 
S.W. It is a small general store contain- 
ing about 500 different household commo- 
dites, mainly foodstuffs, arranged on 
shelves, the price of everything being 
plainly raarked. Provisions like bacon and 
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What’s NEW in Business.. 


new circumstances, ad- ; 


too, must make changes to meet them— 
better still ANTICIPATE these market develop- 
ments by looking and planning well AHEAD 


ham are ready packed in Sree Ton 
envelopes. The custome: is given a large 
shopping basket on entering in which to 
p the articles selacted from the 
shelves. On leaving the goods are checked, 
id for, and put into a carrier or bag 
ere is no sales talk, no waiting, no home 
delivery and no telephone service. 


m) 


A hard rubber feed attached to an ordin- 
ary wrting pen holds sufficient ink to 
allow extended wrting and eliminates 
constant dips into the mk 


tH) 


A library dedicated solely to modern 
business efficiency which now has a flour- 
ishing membership is to be found just 
round the corner from tbe British Museum 
at 23 Bloomsbury Square, W.C.1. Here 
the business man will find books covering 
all business problems and topics, neatly 
indexed so that a book can be approached 
by its title or its subject without delay. 
Membership of this nagement Library 
ig open to all at the following rates: 
Companies and Firms, {2 per annum; 
Individual, fx per énnum; Business 
Students, 10/- per annum. 


m 


A new drill slightly largər than a fountain 
pen, with its motor built into the handle, 
has been invented for dentists, allowing 
them to do away with the present para- 
phenalia of wires and shafts. 


m 


A saving of 11% in the weight of the 
metal used has been made possible in the 
construction of the first factory of the Bata 
Shoe Company in this country by electric 
welding stead of rivets and bolts. All- 
steel windows are fitted throughout and 
these aro welded into the main frame- 
work This method of construction is so 
fast that the whole building was erected 
ae five weeks from the turning of the first 
m 


A photoelectric cell, or ‘‘electric eye’’, 
as 1t is popularly called, is rapidly being 
adapted to business uses. The cell is 
sensitive to light rays and the electrical 
impulse given by the cell o tes selec- 
tive machinery, thus if the “‘eye’’ 1s 
placed near a door every time the beam 
is crossed the door opens automatically 
and remains open long enough for anyone 


to pass through. Thus is of value in work-- 


shops and restaurants where the work of 
those using their hands for carrying is 
simplified and speeded up at the same 
time The cell can also be used to count 
articles which pass it, such as people going 
through a doorway or erticles passing on 
a conveyor belt. Other uses include the 
sorting of articles of dfferent colours or 
even different shades, the switching on of 
lights, the producing of voices to give 
stock replies, the sounding of burglar 


alarms which operate when anyone passes 
a certain spot, the sounding of fire alarms 
directly smoke crosses the line of the 
electric beam. The eye can also measure 
the redness of blood, box cigarettes with 
the printed name upwards, to throw out 
packets of goods which have no label and 
to stop rotary printing machines when a 
break is impending in the newsprint. 


m 


A light aeroplane costing {395 is now 
being tested at Keading. Capable of a 
speed of over roo miles an hour the 
machine will carry a passenger and 100 lbs 
of luggage. The wings can be folded back 
so that it can be housed in an ordinary 
lock-up garage. It is claimed that this 
machine will" popularize business and 
pleasure flying as it brings the aeroplane 
in direct competition with the car. 


E 


A scheme for forming a trading centre 
for British and Empire Industries in the 
remises previously occupied by Gamages 

est End) Ltd., 1s under consideration 
by several insurance companies, one of 
which has acquired an option on the build- 


ng. 
m 


The image of an article formed in mid-air 
by a new advertising projection device 
consisting of a series of lenses in a narrow 
metal box ıs said to appear so realistic 


that people try to grasp it. 
u) 


An accumulator has just been completed 
which solves some of the most difficult 
problems connected with the electrical 
storage battery. The accumulator, it is 
claimed, is much lighter than the normal 
type, can be hermetically Sealed, is clean 
and harmless to neighbouring substances 
and needs no periodic attention. It can 
be discharged and recharged at will, does 
not polarize when left idle and can be 
charged at any rate and with large ie 
tions of tension without damage. ê 
invention of this accumulator may well 
bring about a revolution in many electrical 
fields. 
m 


A new arterial road lighting system is 
being tried out along the Watford road. 
A pale green light of extreme brightness 
is evenly distnbuted by 46 standards. 
These are so adjusted that the motorist 
has a higher light intensity directed away 
from him on the near side of the road. 
The method will increase the safety and 
the speed of night motor traffic. 


m) 


A mechanized pack mule known as an 
gutocaretta has recently been tried out on 
steep and narrow mountain tracks with 
complete success. These machines can 
carry a load of a ton up slopes of r in 2} 
and require a track of only a yard wide 
im which to operate. 








How to Select an 





OFFICE 


DRINTING MACHINE 


hat underlies the growing interest 
in office printing machinery? It is 
that management is now aware that 
the item, ‘‘Printing and Stationery’’, in 
the profit and loss account looms large, 
and that it can, by proper planning, be 
both reduced in cost and increased in 
efficiency. This economy is possible 
through the wide developments in office 


printing machinery, 
Se are the Factors which will 
Affect your Choice 


When can an office printing machine be 
economically installed? Before deciding 
this point a business man must examine 
his requirements. 


First, a complete analysis of every type 
of printed matter he uses should be under- 
taken with only the more salient limita- 
tions of the office printing machine in 
view. These are size, type, cost and 
quantity. Thus the maximum sheet size 
it is practicable to print with any avail- 
able type of machine is 17in. x 16in. Every 
type of work can be successfully turned 
out, except the more elaborate colour 
work and gravure. Unless the overall 
cost reduction provides a margin after 
allowing for the machine to be written 
off in, at the most, three years—your 
printing is best left in the outside 
printer's hands, As ds quantity, 
for short run work required at lengthy 





intervals, the office machine scores because 
the matter can be kept standing. Your 
printer, unable to do this, must charge 
for re-setting at each reprint. For long 
runs, the printer will often score because 
he can print on big machines, four, eight 
or sixteen ‘“‘up’’, and thus save on run- 
ning time. 

On the other hand, the advantages of 
the office installation are speed, indepen- 
dence, secrecy, lower wage rates and less 
overhead. 


Speed and independence have their 
value according to the outside printing 
service available. In a big city where 
competition is close, there is usually a 
keen printer who can give a high speed 
and dependable service. In less well 
served areas such facilities are lacking. 


Secrecy has value according to the line 
of business and the competition to be met. 
Often, it is of paramount importance to 
be first in the field with a new product, 
or a new plan. 


Printers are in the main bound to pay 
trade union rates, whatever the class of 
work. Many of the simpler classes of 
work can be produced in the office by 
a junior who is paid at a fraction of the 
trade rate. Overheads are saved because 
the fixed items such as rent, lighting, etc., 
are spread over the printing work as well 
as the normal office routine work, to the 
advantage of the latter. 


C. H. COSTELLO 
A.C.LS., A.C.W.A, 











Broadly speaking, printing and station- 
ery falls into one of these classes: direct 
mail letters, mail order literature, office 
forms, dealer aids, catalogue sheets, 
letterheads, bulletins, booklets and colour 
work. 


In what Classes does your Printed 
Matter fall ? 


All these are within the capabilities of 
some form of office printing *machine, 
although booklets, to be quality produc- 
tions, require rather more elaborate treat- 
ment, so in general we should relegate 
these to our outside printer. 

With these provisos, we can analyse 
every item of printed matter in use under 
one of the above heads so as to get per- 
centage figures for each class. 


For example, if we find that direct mail 


predominates—say 70%, of the whole— 
then we have a clear-cut case for 4a 
specialist machine printing only direct 


mail matter. Should the bulk of the work 
be office forms, then the rotary printing 
machine using type would be suitable; it 
will give runs of 80,000 at a setting i 
required. A variety of forms required in 
smaller quantities suggest the stencil type 
of machine, and so on. 


Having clearly defined our purpose— 
and only at that stage—we can see what 
machines are available for each class of 
work. 


These Machines are for Direct Mai! 
Letters 


Four main types of machine, in more o; 
less elaborated form, are available for the 
purposes under review. 

First, for the production of direct mail 
letters, schedules and office forms, we have 
the stencil duplicator which has been 
developed by each of the firms market- 
ing it, so as to bring into prominence 
different utility features. The result is a 
machine capable of taking good care ol 
many of the items which otherwise con- 
siderably swell the printing bill. 


The flat-bed type of duplicator holds 
the field for short runs of from 20 to 300 
copies. Low first cost and maintenance 
make it cheap to install and operate. 

For regular runs of above 300 copies the 
rotary type of stencil duplicator is econo- 
mical and speedy. Among the utility 
features on the several machines avail- 


able are an automatic stop, by which 
the machine can be set to print the 
quantity required whilst the operator 


attends to something else: a device known 
as a ‘‘colour changer’’ which enables a 
change from one ink to another in three 
minutes: a quick drying ink for writing 
and drawing, to enable work to proceed 
immediately the stencil is completed. 


Another machine has improvements in 
inking, paper feed and stacking. Printing 


(Continued on page 24) 
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My “RULE of Six” 
Improved this TYPING Department 


By Mrs. GORDON SHILL 


he training and organising of short- 
_ hand typists does not usually get 
much attention in the running of 
an office. When I recently took charge 
of the typists of a fairly large concern 
I found an untidy department of about 
twenty girls who more or less looked 
after themselves, doing what they were 
given to do, but taking as little interest 
in the business as any of the executives 
took in them. 


Most of the girls came from training 
colleges and had a good knowledge of 
the rudiments of their job, but that was 
all. With one or two exceptions they 
were no better shorthand typists than 
they were the day they started work. 
Several years of experience had taught 
them nothing except the names and 
addresses of firms to whom they wrote 
nearly every day. 


The organising of the department 
started with a meeting of all the girls 
with myself and one of the directors (to 
give the impression of authority) in 
charge. New working methods were 
explained to them, and I must say they 
took an interest in the plans which had 
been made and it was obvious they were 
willing to co-operate in an improve- 
ment, 

These were the plans and rules laid 
down for them; they came to be known 
as the “Rule of Six”: ` 


ONE: Each typist was made respon- 
sible for the tidiness of her desk and 
the condition of her machine. This 
latter job had previously been left to 
an office boy who was ‘‘a bit of a 
mechanic” with the result that several 
of the machines were badly in need of 
proper attention. The girls were shown 
the main points they had to look after 
on their machines, and the necessity of 
frequently cleaning the type and re- 
placing the cover before leaving at 
night was explained to them. 


TWO: Without any warning the 
contents of each girl’s waste-paper 
basket to be analysed and undue 
wastage of paper and envelopes 
seriously pointed out to them. It was 
explained that in future their work 


would be liable to checking against the 
amount of stationery given out so that 
unnecessary wastage would not go 
undetected. 


THREE: Each typist was given a set 
of short, medium, and long specimen 
letters, and also specimen envelopes 
and forms. These were enclosed in a 
file cover and, it was explained, were 
to form the basis, for lay-out and style, 
of all their work. 


FOUR: The importance of flawless 
work was strongly emphasized, and the 
girls were asked to take a pride in every 
piece of work they produced. It was 
laid down that in future no shoddy or 
untidy work would be allowed to pass. 
Dictators in every department had been 
instructed to strike through, in ink, any 
letter which was not up to standard. 


FIVE: Each typist was asked to 
polish up her spelling. To help in this 
each girl was handed a small notebook 
in which she was required to enter all 
words spelt wrongly. It was pointed 
out that the contents of this ‘‘mistake 
book” would be taken into considera- 


tion when promotion was under discus- _ 
sion. Any girl who allowed the same / 
mistake to appear several times would í 
be censured. 


SIX: The girls were asked to answer 
a dozen simple questions in connection 
with the business. Their replies were 
analysed before them, and how little 
the majority of them knew was pointed 
out. It was arranged that in batches of 
threes and fours the girls should visit 
each department of the business, includ- 
ing the works, in order that they might 
obtain an understanding of the methods 
in force so that they would be in a 
position to interpret the dictator's 
words correctly. 


It took a few days for the girls to get 
used to these new ways and stricter 
discipline, but the effect was. almost 
immediate. The carrying out of the 
various plans gave them a new interest 
in their work and the standard and 
speed of their typing rapidly improved. 
By following the sample letters they 
began to create ‘‘character’’ for the 
company's correspondence, and the 
added care they gave to each letter 
increased its ‘‘impression’’ value. The 
attention they gave to the condition of 
their machines and the careful use of 
stationery soon showed a distinct saving 
throughout the department so that its 
costs were actually cut in spite of the 
better work it produced. 


The department is now in line with 
the rest of the business: well organised, 
fast, and economical. In so many con- 
cerns the typing pool escapes attention, 
but from my experience in this instance 
I can assure every business man whose 
firm possesses more than a couple of 
typists that the giving of a little 
thought to overhauling and organising 
their work will well repay the slight 
amount of trouble involved. 


———$___——__ 


Gives QUOTATION and ORDER, 
Histories at a Glance 


ales managers who have to market 
one, or a few, standard articles are 
able to take full advantage of 


visible card index cabinets and similar 


straightforward devices. Their case is 





e Pept etapa 


4 Fig I. CUSTOMERS NAMES i 


not at all complex, especially when 
they are selling direct to the public. 
They have no sales data complications 
to worry them. 

A manufacturer selling to other 
manufacturers ` in 
vast and variable 
quantities, however, 
has a very different 
proposition to con- 
sider. When I joined 
my present engi- 
neering concern I 
found that we mar- 
keted some 250 vari- 
ous types and sizes 
of a commodity. 





’ own drawings or to the 
3’ drawings. Further, 
tomer was subject to special 
discounts and conditions of sale. It was 
all very. confusing. 










_ Inquiries were received in thousands 
_ from prospective customers and it was 
“impossible to estimate what would come 
_in by any post. As sales manager in 


this concern I did not find it easy to ` 


_ plan out a specific routine because I was 
really controlled by circumstances. Yet 
an orderly routine for sales data was 
what this firm (a small one) wanted. 
< When I took over things were in a sad 
muddle. If any query arose, it took 
days to find the facts and an answer. 
_ What I did, therefore, was to tabulate 
all data in such a manner that it was 
ible to build up any required return 
rmation at short notice. 


start with quotations are typed 




























for the outside salesman. 
ms are numbered under a series of 

"numbers, thus, 07483 denotes 
otation 7483. This number facilitates 
e working of the sales office statistical 
records. | 


hen an order is placed, a customer 
asked to quote the “Q” number to 
le. the sales office to check up the 
;; For instance, if a customer 
es an order for 60 Bearings to 
he is confirming the price with- 
uoting any cash figures. If cash 
3 are quoted without any verifica- 
the human element immediately 
, with a consequent tendency 
wal ds clerical errors. 








ustomer the sales office copy is filed 
lerically under Q numbers. If 
Otations are numbered from 1 up- 
wards quotations will therefore auto- 
“matically sort themselves into date 
order. Upon an order being received 
from a customer it is checked off the 
sales office copy of the quotation, thus 
showing how much sterling a customer 
orders against each quotation. 


Sales statistics include all data 
regarding sales and. prices and are re- 
corded on two sets of index cards. One 
set of cards, Fig. 1, shows how much 
each customer is ordering in comparison 
to his inquiries. . Thus Fig. 1 shows in 
January Browns, Ltd., received quota- 
tions to the value of ‘£1,000, and the 
resulting orders amounted to but £800, 
aa o% of the. quotations. | 


hese cards are fi led alphabetically 
hec customers’ m we can see 





7: of these we were constructed 1 to the 


iplicate : one copy fos the customer, | 


copy for the sales office file, and customer’ S Hane. 
Quota- include any goods manufactured to the 


, When a quotation has been sent to a. 









TOTAL AM gunt  dagren 





case of repeat orders. They also tend 
to show where prices are too high, i.e., 


a quick glance through these cards 


shows which lines were selling best and 
where orders were falling off. 


Special items are also recorded on 
these cards and are filed under the 
These special items 


customer’s own drawings. 


THOSE SMALL Joss—TI 
Gets these Done 


n every factory, workshop and office, 
big or small, there is a host of small 
jobs which require periodical atten- 

tion so that plant, buildings and fittings 
may be kept thoroughly i in order. Each 
particular job is probably trivial in 


itself, though losses and inefficiency will 


result from its neglect. 


We have found that the simplest way 
to deal with these little jobs is to reduce 
them to a routine by means of ‘‘re- 
minder cards’’. Two 3 by 5-inch cards, 
one blue and one white, are made out 
for each job. Both. cards contain par- 
ticulars of the job, with the name of 


’ the person responsible and when it 


should be done. Both are then filed 
together behind date guides in a card 
file, the white card having a white tab 
on the left. 


Each day the work for the following 
day is turned up in this file and the blue 
cards are distributed to those whose 
names are on the cards. The white 
cards are reinserted behind the guide 
representing the date on which the blue 


cards should be returned. When the 
blue cards are absent. the white cards 


tages regarding | 
< counts can now bi 






has our | 
would: find these : 
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All quotations and orders fo 
lines are entered on to I 
headed with the size, 
definition. By this 


rom the cards. A 
dnd of. \ 





Hime and money saving assi 






are returned ee date. 
Sakis "pect do ` 










a sata eh record 
done; how it was done and 
This is of real use to a bi 
manager who knows at once ¢ ppe TARATOR STE 
to get in touch with should he -_— eee 
any particulars about the Jow oo: = a es 
The whole system takes only: woo c 
three hours to instal, and abore. . es 
except for about five minutes a an oo oS 
handling the cards, it runs: Heel, 

















are Sled. with the projecting tabs.on. the a e 
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Why it is Necessary to 





he determinating factor in indus- 

trial success is the efficiency of 

management. That efficiency de- 
pends not so much on system and 
schemes of management as on the 
selection of the right type of man- 
power. If industry has the right men 
in its managerial positions, adequate 
systems and schemes of management 
will largely follow. 

This may appear a self-evident pro- 
position, but do we really act accord- 
ingly? 

Is it not true that industry gives far 
greater care and thought in selecting 
its plant than in selecting its manage- 
ment? Is it not also true that industry, 
when there is need for economy, tends 
to fly first to making economy in its 
man-power? Does it not go to end- 
less pains to ensure that the plant 
works satisfactorily and that operatives 
have every facility to give the best 
possible results, while at the same time 
neglecting to ensure that the various 
ranks of the management are equally 
well provided for? 

Are leaders in every grade trained 
in the same way that factory workers 
are trained? Are the conditions under 
which managerial work is done studied 
with the same care that factory con- 
ditions are studied. Is the organiza- 
tion of management work studied and 
standardized to anything like the same 
extent that the procedure in a work- 
room is studied in order to obtain the 
highest profitable output? 

Let us be clear as to just what we 
want in managerial man-power. Man- 
agement is a developing art. Like 
other arts it must be based on a 
science. Just as the practice of the 
art of medicine needs to be based on 
the knowledge, codified and system- 
atized, of medicine, so the practice of 
the art of management needs to be 
based on knowledge of how to manage. 





TRAIN Executives 


for Management 
by OLIVER SHELDEN, Director, Rowntree & Co., Ltd. 


The science of management is a long 
way off being codified, but progress 
is being made. 


In each branch—transport, buying, 
accountancy, advertising, costing, etc. 
—there is a body of knowledge which 
the competent manager must acquire. 
At the same time, just as every man 
who knows his medicine is not neces- 
sarily a successful practitioner, so 
every man who knows his technique 
is not necessarily a successful man- 
ager. 


Personal Character DOES play 
an important part 


To obtain the knowledge is neces- 
sary, but that in itself is not enough. 
Industry needs in its managers not 
only knowledge of the technique of 
management, but also those qualities 
which are normally summarized in the 
words personality and character. 


Mastery of the technique of manage- 
ment is the new factor of management, 
but the older factors of character, 
ability to win confidence, -power of 
decision, enthusiasm, fine judgment, 
leadership, and a vivid sense of justice, 
still count now even more than ever 
they did. 


As these, then, are the qualities we 
require, the selection of the right men 
is the first step. In the main each 
business must look to training its own 
executives and the beginning of this 
training should be at a comparatively 
early age. Every business has its own 
atmosphere, and this is amongst its 
most valuable assets. A man trained 
in that atmosphere is the man who 
best will perpetuate it. 

There is no doubt we must look to 
recruiting in industry men of the high- 
est possible intellectual standing and 
ability, providing that such men also 
possess the qualities of personality 
that make them suitable to be man- 
agers. I hold no special brief for the 
University-trained man, but I think, 
given the other qualities, we should 
expect to find a larger proportion of 
men with University or equivalent 
training suitable to occupy positions 
of responsibility. 

As regards training, there seem to be 
two stages. First, there is the stage 
of training before the man assumes a 
position of major responsibility. Dur- 
ing that period, apart from conditions 
under which the particular business in 
which he is located operates, the 
potential executive has three main 
needs to master : 

(Continued on page 31) 





When the potential Executive becomes an ACTUAL 
Executive the Management must see that :— 


l. Each Executive position carries a perfectly clear-cut 


responsibility 


2. Carries also, as the best incentive to effort, the 
highest rate of pay the concern can afford 


3. Every Executive is frankly and constructively critic- 
ised for lapses and as readily congratulated for 


meritorious work . 


Every Executive at some time handles as many jobs 


as possible in the concern other than his own 


5. Every Executive be given the chance to travel and 
meet other Executives in all kinds of industries 


Dns 


; 


OFFICE PRACTICE & EQUIPMENT 
I 


NEW EQUIPMENT to meet 
\ To-day’s 

BUSINESS 
NEEDS 

















Above: This small and easily portable appliance is one of the latesi 
developments in self-contained cinema projectors. The machine spoo 
holds 200 feet of 9°5 m.m. film, equivalent to 500 feet of standard film 
The time taken for showing is about eight minutes. The projector i 
automatic in action and works from any electric main. As its weight 
complete, is only 13lbs. it is particularly suited for travelling salesme 
or demonstrators 


Left: This ultra modern design for an executive's desk gives an increas: 
over the normal amount of working space. As will be seen there are 
five plane surfaces. The methodical business man would find this a boon 
though for the less particular man it might well prove a trap by allowing 
to accumulate papers, etc., which ought to receive early attention. li 
construction the desk is of polished wood (the top surface plate-glass 
covered) and chromium plated steel 








This indicator comprises two units. The executive 
has on his desk the control. He sets the pointer at 
“Out’’, “Engaged”, “Enter’’ as he needs. The second 
part of the indicator is outside his office door. A 
secretary, commissionaire or other person approach- 
ing the door presses a button when the indicator 
automatically informs him if he may enter or whether 
the executive is in or out. No suspension of work 
or moving from place is entailed, whilst the chief is 
spared annoyance through needless interruptions. 
When the chief requires one of the staff to enter, he 
presses a button on his indicator box, and the respec- 
tive employee is informed by the number of buzzes 
and the appearance of the word “Enter” that he is 
wanted. f the chief goes out or does not wish to This well-furnished office is one of the most recently equipped in London. Oi 
be troubled, he merely turns the pointer to “Out,” light figured wood and chromium plated steel the desks and chairs are of the 
and when he is free again resets the “Enter” signal most efficient type. On the desk will be noted the loud-speaking telephone 










Sambar sain, 


By ROBERT R. UPDEGRAFF 


> Find the 
= Formula 
So often does it happen that a trouble- 
-some business problem is quickly solved 
by somes new twist of the factors in- 
volved that I am almost ready to say 
that every problem has a formula for 
its solution if we can but find it. 
A case in point came across my desk 
is morning. It is a simple example, 
; illustrative of an important prin- 
concerns a shop-keeper who 
on a certain pattern of 
laced them on sale ye 




























P mors extent. 
discovered the correct for- 
ecuring ‘several cartons of a 
n table- t from a salt manu- 

» built a window display of 
Sales began immedi- 
ed all expectations. 
_. experimental- 
found the right 
is. ‘salt equalled 


The time is fast approaching when 
every business man throughout the 
world will be as near to every other 
business man as the nearest telephone. 
ee -Already more than 40 countries, repre- 
= senting well over 32 million instru- 
= ments, are within reach by telephone. 
_ When international progress of this sort 
ean develop in a dozen years, is it not 
~ — apparent that closer political and social 
ee _ felatons must follow ? 


as “Men Eager fon the 
Da jay "3 Work 


ise want to know why more people 
t reach positions of importance 
a larger rewards you have but 


ar big town railway 4 ter- ; 7 


his office or shop?” Note that I say 

“eager”, and not merely ‘‘in a hurry”. 
Plenty of people will be rushing, for 
fear of being late, but only an occa- 
sional man or woman in the whole drab 
and indifferent stream of humanity will 
seem to reflect a spirit of eagerness to 
get at the problems of the day because 


they are interesting, and life itself is” 


interesting. 


It was said of John F. Stevens, the Ih 
famous engineer, that he had his coat H, 
off before he had fairly reached the . 
scene of activity. The men who start | 
taking their mental coats off when they 


are yet distant from their offices or 
shops are the men who make business 
progress. There is something in their 
step and in their eyes that marks them 
as headed for success. 


~ 


A Disapprover Upsets . 


Tradition 


In every organization are what might 
be called the Disapprovers. They dis- 
approve of the policies of the business, 
of the decisions of the management, 


-of the actions of their superiors and 


equals. They criticize and condemn; 


but they never do anything about it. 


Of what different calibre was André 
Antoine, founder of the Little Theatre 






WHEN 
TIMES ARE HARD 
“At this time when the 
purchasing power of 
Britain and of countries 
abroad is much reduced 
we hold strongly to the 
policy of maintaining a 
FULL VOLUME OF AD- 
VERTISING. } 
proved that this is a basis 
of successful selling.”  — 
© LORD LUKE, K.B.E 


ne Chairman, 































a ntre to life. 


about it. He wanted to produce drama _ 
-that said more to the people of his time. 
>< The professional theatre would give him 


tells me, a 
careless in courtesy or consideration, or 


and his methods and policies, is to be 
gained from a single week’s correspond. 
ence. 


We have | 


- executive | to have extra carbons 





ge. Tt seemed unreal t ; 
He wanted, not merely 2 
to disapprove, but to do. something | 








no hearing. But he so burned with his — 
disapproval that ultimately he founded | 
his own theatre and produced drama 
as he thought it should be produced. — 


It was no easier for the humble gas _ 
office clerk to influence drama for all _ 
time than it would be for some of our” 
modern disapprovers to show us how | 
the enterprises for which they- work — 
ought to be run. But they will have — 


to cease being satisfied with disapprov- _ 
ing and do something constructive that _ 
will prove that bias have a better wey - 
to offer. EiS 














Last evening I was. 
Aurelius, and came upon thi 
passage: 7 

“Every hour resolve sturdil 
Roman and a man, to do the 
hand with true and unaffected 
kindness, freedom, and justice 
disengage your mind from oth 
turbing thoughts. Such freedom 















reason, ee me o x) 
ting at your lot. You see how 
the maxims which, if one obe 
lead to a prosperous and d 
Ifa man observ: these things 
will require no n 

To which might be adde 
times of world-wide economic. disi 


oe 


Reflected from 


Correspondence 


One of my clients periodically sends nie a 
carbons of letters which go out from | 


` his office over a period of a week, just 


to get an outsider’s viewpoint on the 
“tone” of his correspondence contacts. _ 

“Don't hesitate to let me know,” he 
“if you think Iam growing 


if I seem to be lacking in clarity or 
directness." B 


It is interesting to discover how much 
of a reflection of this man's business, ae 
























It. might be worth while fo 





| 


: 
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British Brains - British System Experts 


British Craftsmen . British Materials 
Bring to British Business Men 


PARAGON 
REGISTER 


The World’s Fastest Manifolding Machine 
For All Handwritten Business Records 


The Paragon Register is the manifolding 
machine for this age of speed. It affords the 
means to co-ordinate and contro! business 
activities—simply and inexpensively. It sets a 
new standard in speed and convenience. 
It protects profits against loss. 








LEVER MODEL 





Its speedy action, its filed record under lock 

and key, its perfect alignment and registra- 

tion, and its quick 

CRANK MODEL loading are features 

m which make the 

Paragon Register 

invaluable in up-to- 

date well-organised 
businesses, 









THE PARAGON 
CASH REGISTER 


Speed Stationery for this Age of Speed 


PARAGON WORKS, LONDON, E.16 
[2A = 5 ara Tel. No.: ALBERT DOCK 2702 (many lines) pa ee 





INSURE YOUR 


SALES LETTERS 


Against the Waste basket! Our new methods of production and designs for sales letters will go far 
in giving them attractiveness . . . readability . . . Sellability. If you think your Direct Mail can be 
improved, it will pay you to write for full particulars describing this service. It’s free, of course. 


MULTI-PLAN ADVERTISING SERVICES, LTD. 


TEL 


Gordon House, Carrington Street, Nottingham ms 
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Save time and trouble and bothersome 
detail by using WNickeloid five-in-one 
service. Hand Nickeloid your layout and 
copy and set them to work on it. They 
will prepare the finished drawings or 
photographs, make the blocks, set the 
type in modern presentation and deliver 
complete stereos or electros to the 
publications you name. The Nickeloid 
Electrotype Company, Limited, Printer 
Street, London, E.C.4. 


NICKELOID 
MARCHANT 


MASTER UF MATHEMATICS” 


CALCULATING MACHINES 
For 
SPEED and ACCURACY 


INVOICES 

WAGES 

FOREIGN EXCHANGE 
PRO-RATINGS 


COSTS 
PERCENTAGES 
INTEREST 
TIME STUDY 


No specially trained operators required 


A GUARANTEED SAVING 
OF TIME AND MONEY 
Full particulars from 
MARCHANT DIVISION 
L C SMITH and CORONA TYPEWRITERS LTD. 


Melbourne House, Aldwych, W.C.2 
TELEPHONE - - - TEMPLE BAR 2531 
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HOW TO SELECT 
An Office Printing Machine 


(Continued from page 17) 


drums are unbreakable and ink distribu- 
tion rollers are non-distorting, securing 
perfect inking throughout the life of the 
machine. 


The feed may be adjusted so that what- 
ever the thickness of paper only one sheet 
is fed ata time. The sheets as they leave 
the machine are caught in a tray working 
on ‘“‘lazy tongs’’ to provide automatic 
stacking. The feed table rises automati- 
cally as the paper is fed. The machine 
has a “‘universal’’ stencil attachment 
which enables any standard type of 
stencil to be used. 


A British firm, specialist in this field, 
features an inking device completely 
enclosed so that loose ink cannot soil 
the job or the operator. Their product 
has also a special stack feed holding 500 
sheets to enable a continuous output to 
be maintained. Blocks may also be used 
simultaneously when running off the 
stencil. 


Yet another machine has a stencil drum 
which itself acts as an ink container. This 
drum, which takes rlb. of ink at a filling, 
is perforated so that the ink can percolate 
through the ink pad to the stencil. This 
machine is one of the cheapest on the 
market. 


As some indication of the saving that 
may be looked for, the cost of a typical 
letterhead, text and signature was found 
to be only 54% of printer’s normal charges 
for the same job, with very little sacrifice 
in quality. 


This Machine does a Week’s Typing 


in an Hour 
Also for sales letters, dealer aids, 
instructions and bulletins, a machine 


recently introduced is outstanding. It 
prints through a ribbon from embossed 
plates—the text being composed on strips 
of metal 8 inches in width and of suffi- 
cient depth to carry seven lines of matter. 
They are prepared on a special embossing 
machine. 


The paragraphs making up the page are 
assembled in a holding frame which is 
placed upon a flat-bed for printing. A 
ribbon, superimposed, traverses from side 
to side during operations and complete 
letters are rolled off at 500 an hour. This 
includes the printing-in of different ad- 
dresses from ordinary address plates at the 
same time, and is equivalent to a week’s 
output by a typist, typing each letter 
in full, or to a day's work of filling in 
name and address only. Envelopes are 
addressed from the same address plates 
independently. 


The rotary type of office printing 
machine, producing either facsimile type- 
written letters or matter printed from 
printer's type covers a wider field. 


Type is composed from special ‘‘founts’’, 
line by line, in a printer’s composing stick 
—a simple process although it sounds 
technical—at the rate of a line a minute. 
Thence it is transferred to a grooved 
segment which in turn is affixed to a print- 
ing drum. The type is inked by rollers 
or prints through a typewriter ribbon. 
The output is about 5,000 copies an hour. 
The small size machine prints sizes up to 
13 by 8 inches, while one with a printing 
drum double the standard width prints up 
to 17 by 16 inches. Insurance proposal 
and policy forms, abridged prospectuses, 
double fold brochures, etc., are readily 
done on this machine. 


(Continued on page 26) 





To any business man who considers the duplicator or stencil type of 
office printing machine, this model represents one of the latest advances 
in duplicator construction. It has a new self-adjusting push-feed which 
automatically adjusts its grip to thick or thin papers. A controlled 
impression roller prevents waste by omitting contact unless a sheet of 


paper is between it and the stencil. 


Electric drive is silent and machine 


Stops automaticaily at the end of the run 


i 


1 


Don’t “axe”? your 
Printing 





Ki tes 
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Scrap Obsolete Systems by installing British “BIZADA” Visible 
Equipment. Here are some of the advantages to be obtained 
by so doing m= 
(1) Saves DEPT, Customers’ names -and addresses “at a 
lance”. Coloured indicators which tell you in visible a 
orm the month or day of last order. Laggards can be kept “u 
to scratch”? without effort. 


(a) Accounts Derr. 40% quicker ting of Debits and 
Credits. Overdue Accounts shewn coloured warning 
tabs. Quicker despatch of statements too. 


(3) Wores Orrice. Production, Stock and Cost Records, etc., 
possess that quick accessibility which is essential in such an office. 


Write us your problem. It will recetve the earnest 
Pan of the first frm to manufacture Visible 


EA Ee E Soe ta ae he asking. Get your printed 
i matter for little 
CARTER-PARRATT Lid. more than the cost of ink and 
Specialists in the manufacture of Visible Equipment i paper. 
16 VICTORIA STREET, LONDON, S.W.1 
Phone: Victoria 1045-1046. Works : Wickford, Essex Ir your leaflets, booklets, labels, letter- 


heads are done by the printer, you must 
pay current prices and wait your turn 
for delivery. If you have them printed 


FREE TO K HOSE in your own office on the Roneotype 

the cost is hardly more than that of ink 

and paper, plus the wage of the junior 

WITH BITI who, by the mere turning of a handle, 
VALUABLE BOOK ON CAREERS Gelvel HGH oD aas Soon as: YOu NES 


Te athe ia The reompt of Bug tla, as a. direct The Roneotype does most of the pias 
Sais oaa Cae St Alam AS you now send to the printer, at a frac- 
They first realised the urgent need for proficiency in thelr tion of his price and time. It prints 
chosen branch of Commeroa and taR oreg ta tha College from blocks and type, clearly, neatly, 
X way accurately, at a speed of thousands per 
hour. A large mailing list may be cir- 
cularized within a day. Upkeep is 
negligible, and the machine is guaran- 
teen for ten years. 








I et i i ae 
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ARN 


May we send you Catalogue No. A. 271 
on the economies of office printing ? 


: = > ` 5 p. 5 m à . ik ie i Sen kin, : 
Careers ig pe ‘ $ a F o t seein m 
s% wae E en A $ or 
teresting way with : $ ` al acquire it. epee e 
1, Tbe phenomenal growth of the Sec- have done YOU also can do. 
retanal and Accountancy professions— Spectalueed Postal Training in 
the podeneste Karain Seoretaryahin, 
?, The Hraminatione of the several Asoountansy, Law and Commerce, taken u 
profeasiona! Accoun and Secretanal | bome in spere time, 
erster the rrp CostandWorka | Dono: delay your own success! Procure sow 
ccountants, ote YOUR f Gand Careers in Secre» 
3. Profesmonal Preliminary eee taryshu hgad Coster’ py aod Commerce” 
Dagirees, etc. 
4” How to enter for these examin- OUPON-—POST NOW! LTD, 
ations — subjecte =- fees — exemptions, Please send me a copy of the Metropobtan 
College iSé6-pags “GUIDE TO CAREERS m 
ioe RONEO BUILDING 
5—[] HOLBORN 
L'SERVICE RM 
C Business, 


tia taco ee 
Gs 

Cuide 32pp Send pt traspiogesates May, 1933 sacassveermacsscsenrs dining L O N D O N A E 2 C 3 i 

METROPOLITAN COLLEGE ST ALBANS O Telephone Haige 7622 














etc. 

& The best methods of study at 
home—epecitnen study notes. 

$ Practical noo-axaminaton) 
Courses in all Secratanal, Accountancy, 
aud Commercial) Subjects 

7. The work of the College figures 
abowing bow its examination successes 


lari : 
Also up to-date ccccher’ thoes 










NAME eoanmeane ea Ah ieee ORB OR ESE ORS Gh a aie re Oo 8 wees eS 
{In Capitals) 


ADDRE- Sinaia Poepp oo OO Renders mie ee Es 
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Bene NEWCASTLE-ON TYRE? 


SUREDS 









MANCHESTER 


can help=you 


Lt he 


put your products 


Nhe aa 


‘on the map Y 


PES 


—and save 5O% of the printing bill at the 
same time—for every kind of printed matter 


BY ROTAPRINT 


Your SALES-MAKING folders, broadsheets, price lists and leaflets 
are printed without the expense of type or blocks. Every sales 
idea can be translated into print and be made effective at once. 


Your DIRECT MAIL letters—Letterhead, Text and S:gnature—are 
printed at one operation. 

Your OFFICE FORMS are turned out as you want them—work equal to 
that of any first-class printer—again without type or blocks. 
Your overheads are reduced, 

Why not get to know the BUSINESS-EXPANDING possibilities of Rotaprint 


for yoa. You can have a demonstration at any time. Write or "Phone 
for it to-day. 


RAYE’S ROTAPRINT aceEncy, LTD. 
Cecil House, 57a, Holborn Viaduct, London, E.C.1 
CENTRAL 1300 (3 lines) 


Algo at: BIRMINGHAM, BRISTOL, QARDIFF, GLASGOW, LEEDS, MANCHESTER: 
NEWCASTLE-ON«TYNE, NORTHAMPTON and NOTTINGHAM 














LARGER , | 
LABELS FOR The difference In cost between a large, well 


printed label and a small one is negligible. 


WIDER The difference in advertising value Is enormous. 
PUBLICITY .. TALK TO YOUR PRINTER © 
about them and specify Samuel Jones’ 
NONCURLING GUMMED PAPER... 





. . . İt was created for Labels ... 
SAMUEL JONES & CO., LTD. Ask him also to send you the LABEL BOCK. Ie m FREE and 
LONDON E C.4 anables you to order your labala easily anc quickly. 
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How to Select An 
OFFICE PRINTING MACHINE 
(Continued from page #4) { 


] 
This Double-Purpose Machine has 
a wide Range 


The fourth type of machine which serves 
the double purpose of duplicating and 
rinting machine operates by the offset 
itho process. Its printing medium is a 
pho phically sensitive metal sheet thin 
enough to be handled like a sheet of paper, 
upon which is printed down, as one would 
a photographic print, the matter to be 
reproduced. This is quite a simple pre- 
cess, is performed in daylight and requires 
no special precautions. 

Any type of display matter—line, half- 
tone, engraving, line or wash drawing— 
can be readily reproduced, and as no 
blocks are required substantial savings can 
be effected. Moreover any matter already 
in existence need not be re-set in type but 
can be photographed either identically or 
in modified form for reproduction on the 
metal shest and subsequent economical 
printing. i 

The same metal sheet can be typed upon 
in the typewriter without any p tion 
and the resulting letter reproduced with a 
signature at one operation at the rate of 
5,000 an hour. 


Finally, mention must be made of a 
machine specially designed for overprint- 
ing work. Thus, retailers’ names and 
addresses can be overprinted on booklets 
and leaflets; reference data can be placed 
on labels and cartons; and advertising can 
be put on existing stationery and gummed 
paper tape by means of a slogan or busi- 
ness announcement. 


The printing areas given by this type of 
machine vary from about 6 to 24 square 
inches. For short runs of varied matter 
the machine is ideal and number among 
its users many important printing firms, in 
addition to commercial concerns of all 
categories. 


These Costs Indicate What Money 
You Can Save 


Having determined the most suitable 
types of machine, it remains to discover 
the cost of reproducing by them the jobs 
revealed by the preliminary analysis. We 
know the outside printer’s charges so that 
it becomes easy to determine the saving 
to be effected and whether our investment 
will be a profitable one after allowing for 
depreciation and loss of interest on capital. 


As an example, here are comparative 
cost figures for a 10,000 run of various 
jobs (excluding cost of paper) carried out 
on one or other of the machines reviewed. 


Printers Office S 
Charge Printing Mic 
Sed fnd, 
i. Headed Statement 
of t 118 6 Xx $0 - 37 ` 
Anope plate Lotter 
ws 5 00 xr 4 6 75 
3. Letterhead in two 
colours. 5 I 6 aso 55 
4 Ledger Sheet ~ 5 49 x20 79 
5. Sales Literature 
with 6 half-tone 
illustratons 1. 7 7 6 3g B 4 54 
6. Fashion Drawing... 2 12 0 19 o 63 
7. Type-set matter 1... 2 4 O x 5 o 43 


Selection on the logical plan here out- 
lined removes all uncertainty as to the 
possible value to the individual of office 
printing machine service and places it 
upon a profit-producing basis Saa the 
start. 


| 
| 
















An Ericeson Telephone on your 
desk places your organization -` 





Sia her 

proof, a ceally faithful servant 
which is earning its keep all 
the time 


Our new instrument (ill) with 

bakehte case and special trans- 

mimon features m now ine 

production. 

Write to-day for ations and 

iiterature, and of 
our rental system 


Ericsson Telephones Lid. 
67/73 K ngsway, 
Loudon, W.C.2 


Telephones - Holborn sertis | 


CROWN STAPLERS & STAPLES 
SHOW ADVANTAGES ALL WAYS? 


MADE IN ENGLAND 
QUARANTEED 


PERFECT IN OPERATION 
NO STAPLE WASTAGE 


: ` 













BRITISH 
TELEPHONES 





CROWN “A” 


MADE FOR REAL HARD WEAR 
THE MOST POPULAR TYPE OF 
STAPLER Real! 12/6 
CROWN “A” STAPLES 
STRIPS OF 25 Retai T/= 1,000 


CROWN “C” 


(AS ILLUSTRATED) TAKES 210 
WIRE STAPLES. COMPLETE 
WITH 1,000 STAPLES 21j- 
CROWN “C” STAPLES 
BOXED 5,000’: 6/6 BOX 







CROWN STAPLES l 
ALSO FIT HOTCHKISS 
& SIMILAR MACHINES 


THE BRITISH MADE 


LIGHTNING STAMP AFFIXER 


SPECIAL IMPROVED MODEL (ENCLOSED SPRING) 
No. 5005 With Numerator, 4 Gns.: without, 3} Gns. 
NEW 1933 MODEL. HIGHLY NICKELLED f” 
No. 5007 With Numerstor, 4} Gns.: without, 4 Gne. 1E 
Picks Up — Moistens — Severs — Attaches IY 
and Counts the Stamps in Ons Operation i 


SOLE DISTRIBUTORS: 


FRANK PITCHFORD & CO. LTD. <a 


WELL HOUSE, WELL STREET, LONDON, EC I 
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Cut your printing costs 


The 1933 






Instal 


“ee, 
"e. 


The 1933 Gestetner 
will produce 


Illustrated Sales Letters 

Advertising Literature 

Price Lists, Bulletins 

Pictures, Balance Sheets 

Statistical Forms, Music 
etc, 


Few Features 
iE re ~. of the 1933 
PERS a N Gestetner 


The simplest machine existent. 

Dust and rustproof. 

Self-adjusting push-feed for thick or thin 
paper. 

Even printing. 

No waste coples. 

Operates at varlable speeds. 

New indestructible cylinders. 


Motor of Electric runs on D.C. or A.C. 
mains from 100-250 volts. 


Stops when required number of coples 
printed. 


Guaranteed for Five Years. 


THE ONE PERFECT DUPLICATOR 
TEST IT IN YOUR OWN OFFICE 


Gesseler" 


BRITISH “ron first bolt 


to last nut.” 


D. GESTETNER LID. 


37 Ludgate Hill, E.C.4 and Branches 


Telephone: Holborn 0142 
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== MAN 


If you have a young family, here 
Isa policy which will provide for them 
in the event of your death. 


If you wish your family to be saved 
from business worries in the event 
of your premature death the Britannic 
Family Income Policy is the Ideal pro- 
tection. 


Adequate Provision 
at Low Cost 


The policy provides £1000 at death and, 
if that occurs within 20 years, £100 a 
year In addition up to 20 years from 
date of policy. 


At the end of 20 years, if you survive, 
premiums are automatically reduced, 
or the policy can be converted to an 
Endowment Assurance. 


You get the greatest protection while 
the children are young. 


Investigate the Britannic Family 
Income Policy. Ask for descriptive 
leaflet. 


Other business transacted Includes all 
classes of Life, Fire, Accident, Motor, 
Plate Glass and General Insurances. 


Funds £22,000,000 


Full particulars from— 


BRITANNIC 


ASSURANCE CO. LTD. 


Chief Office :— 
Broad Street Corner 
Birmingham 
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CREDIT INSURANCE 


BUSINESS Relieves the trader of 


those ‘Unknown Risks’ 


By A. SIMPSON 


hough the average business man 

does not seem to realize it, the 

annual losses to business which come 
about through ‘‘failures’’ are far higher 
than the total losses caused by fire of 
all kinds—that is including fire losses to 
private property as well as to business 
stock and premises. 


With this enor- 
mous risk, then, to 
it is an 


W. 

directly he embarks 
on any kind of 
business, at once 
proceeds to cover 
himself against fire 
and other contin- 
gencies, while he is 
nothing like so 
ready to protect 
himself, by insur- 
ance, against credit 
losses. On the con- 
trary, he goes 
gaily along, using 
his judgment, of 
course, but grant- 
ing credit right and 
left without, ap- 
parently, realizing 
the serious risk he 
is running by so 
doing. 

He generally 
looks at the matter 
in this way: “Oh, 
I’m dealing with 
Measrs. So-and-So; 
they’re sound enough; nothing is likely 
to upset them; credit with them up to 
six, nine or even twelve months is 
quite safe.’’ 

That may be. Messrs. So-and-So may 
seem sound enough; they may be sound 
enough—at the time the transaction is 
begun. But there is no risk at the com- 
mencement of the deal: it is the inter- 
vening period between the opening of 
the deal and the time when payment 
becomes due which is fraught with risk. 

Now with fire risk; a business man 
occupies a sound enough building, but 
just because there seems no possibility 
of a fire occurring in it he does not fail 
to cover himself against the chance. He 
knows that it is the unexpected which 
may arise and result in a disastrous 
fire. 

It is exactly the same with credit 
risks, that possibility of the totally un- 
foreseen arising. 

To-day these credit risks are greater 
than ever they were before. Difficult 
trading conditions have forced traders 


able :— 


turnover 


You can Insure up to 75 per 
cent. of the risk of credit 
granted to buyers domiciled 
elther at HOME or ABROAD 
In respect of open account or 
bill of exchange transactions. 
The following policies are avall- 


a) Covering a specified buyer 
b) Covering a number of buyers 
c) Covering the whole of a firm's 


Holders of Credit Insurance 
policies are enabled: 


1. To grant larger credits without 
increasing thelr liability 

2. To transact their usual volume 
of business with a materially 
reduced financial risk 

3. To open new accounts with 
greater confidence 

4, To operate in countries where 
their experience Is limited 

5. To discount bills with their 
bankers on a larger scale and 
on better terms 





in every line of business to t longer 
and possibly more risky credits. Credit 
insurance is a form of protection, not 
entirely new, but a form which has cer- 
tainly grown into vastly greater import- 
ance and has been made infinitely more 
efficient in the last few years. ‘No busi- 
nes3 man can afford to overlook it. 


In some quarters, 
however, there is 
a misunderstanding 
about credit insur- 
ance. This form 
of protection is not 
intended to cover 
traders against 
thoroughly bad 
debts, careless bus- 
iness deals or traf- 
ficking with un- 
scrupulousfirms. It 
is available only to 
protect him against 
the unforeseen 
losses which might 
arise in the course 
of normally sound 
business. 

Many things may 
cause a buyer’s in- 
ability to pay his 
accounts when they 
become due. Poli- 
tical upheaval at 
home or abroad 
may wreck mar- 

_ keting - conditions. 
Such an event, 
particularly to-day, 
may well plunge 

the soundest of concerns into a most 
serious fix. Yet such would be an 
entirely unforeseen event. A month 
before an upheaval of that kind a seller 
would have had every justification in 
giving the firm its usual credit without 
question. The fact that within a month 
of the opening of the transaction the 
buying firm is brought into a state of 
difficulty was never imagined by either 
party to the deal. 


Other factors which may upset a 
buyer’s position are: inability to collect 
its own receivables, changes of fashion 
in the market, errors of judgment in 
buying, unexpected competition, insuf- 
ficient capital, the calling in of deben- 
tures by holders. They are all risks of 
the most serious kind to the seller, yet 
they are unforeseen, and, like fire, flood, 
burglary, etc., are liable to become 
active without warning and to hit him 
just at the time when he is in the worst 
possible condition to take the blow. 
The obvious moral is: insure against 
those risks. 


1 
i 
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Are You INSURED Against 
These Business Risks? 


Short Term Life Policiles—Cover you against losses your business might 
suffer through accident to highly placed, valuable executives when they 
make trips abroad or undergo any other kind of special risk incidental 


to the firm’s business. 


eM 


to the firm. 


Whole Life Policies—Cover your famlly against being left unprovided for. 


Partnership. Policles—Enable you to i! out the share of a deceased 
partner or secure recompense for the los 


s of him as a financial asset 


4. Sickness and Accident—Covers risks outside the scope of Natlonal 


Health Insurance. 


Third Party (Public Liability}—An Essential precaution in many businesses. 


6. Drivers’ Third Party—A doubly Important precaution In vlew of rapidly 


Increasing traffic. 


Marine, Fire, Burglary, etc. 


Consequential Loss—Covers agalnst loss of profits. 


Fidelity Guarantee. 


10. Workmen’s Compensation. 


11. “ Compact” Traders’ Risks—This policy offers Important advantages. 
It is fully described on page 34 of BUSINESS for March last. 








These kinds of risks are generally 
classed as abnormal. The normal risks 
incidental to every trade include such 
things as overhead costs and are ade- 
quately covered by the selling prices. 
It is the abnormal losses which are 
likely to ruin a business and which 
should be guarded against. 

Credit insurance is devised especially 
to protect the trader, at a nominal cost, 
against these abnormal losses. The 
general practice of insuring houses is 
to cover 75 per cent of the extent of 
these risks with approved accounts. 


Note, however, that I said ‘‘with ap- 
proved accounts’’. This emphasizes my 
previous remark that credit insurance 
will not protect a trader against reckless 
association with dubious accounts but 
only against the unforeseen losses con- 
nected with otherwise sound business. 


One of the most important advan- 
tages which credit insurance gives to the 
business man is not only that of protect- 
ing him against certain ible losses 
but the fact that it enables him to in- 
crease the number of his customers 
without increasing his risk of bad debts. 


To increase markets and outlets for 
goods is one of the vital essentials to 
successful trading to-day, and when it 
is understood that this can be accom- 
plished without risk and at quite nomi- 
nai cost, then this matter of credit 
insurance should be given serious con- 
sideration by every business man. 


Two other types of policy are also 
very helpful to the trader. One is “‘Re- 
sale Loss’’ insurance. Manufacturers 
and merchants frequently receive orders 
to ship goods to countries abroad, pay- 
ment io be made by cash against 


documents. Should the buyer become 
insolvent during the course of ship- 
ment and thereby unable to take 
delivery, the seller will have to re-sell 
elsewhere, and in doing so may be 
forced to accept a lower price. The 
Resale Loss policy covers against this. 
' The other type is “Market Differ- 
ence” insurance. Where goods are 
bought and sold for forward delivery, 
there is a rsk that a seller or buyer may 
become insolvent before the delivery 
date and involve one of his principals in 
a market loss. The risk is particularly 
high in the commodity markets where 
there are often heavy price fluctuations 
from day to day or week to week. 


If a commodity is being sold for de- 
livery some months ahead, there is a 
risk that the buyer may become insol- 
vent and be unable to take delivery. 
Possibly, at the date of the buyer’s in- 
solvency, the market price may be be- 
low the original contract price, ın which 
case the supplier will be involved in a 
market loss. 


Conversely, if a commodity is being 
bought for forward delivery, the sup- 
plier may become insolvent and unable 
to deliver, in which case the buyer may 
have to purchase elsewhere. If the 
market price at the date of the sup- 
plier’s insolvency is above the original 
purchase price, then the buyer will be 
involved in a market loss. 


Any merchant operating in the raw 
material markets should make use of 
this insurance against the risk of market 
losses through insolvency. It should be 
mentioned that the policies described in 
this- article are available to manufac- 
turers and wholesalers but not to cover 
retail business. 
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SALES MANAGERS 
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Years of research have re- 
sulted in the production of 
a “DISTRIBUTION OF 
BUYING AND SELLING 
EFFORT CHART” which will 
be of value to those Sales 
Managers and Directors who 
are seriously studying the 
abnormal increase in the 
cost of selling. 


© 


This simple chart shows how 
to create new business ; how 
to save salesmen’s time; 
how to cut sales costs. 


o 


A limited number of these 
charts are availabie for 
free distribution to Sales 
Managers and Directors only. 
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UGLY PACKAGES 


(continued from page I0) 
breaks and only 21 hours of plant . 
are the illegitimate offspring of 


operation. It has been found that the 
fewer the breaks the better the rhythm. 


TWO: 

Production in one 6-hour shift is 
rather more than proportionate to, that 
is more than three-quarters of, an 
8-hour shift. Overheads—investment 
in plant, rent and rates and insurance, 
supervision—is much lower per unit of 
output. To what extent this would 
enable an industry to pay higher wages 
per hour for a 6-hour than an 8-hour 
day must depend on the ch r and 
peculiarities of each industry. 


THREE : 

There is a lack of elasticity and re- 
serve in the 4-shifts system. A factory 
working one 8-hour shift, or even two, 
can always work overtime if a rush of 
orders occurs. Conversely, it can work 
a short week if business is dull, without 
upsetting continuity and organization. 


——____&)-_—__—_- 


You will Be 
Interested to Know 


A new, British made Stapler capable 
of high s and operation is avail- 
able for the low price of 12/6. This with 
a similar wire stitching machine are 
claimed to be the quickest acting machines 
of their kind on the market. They are 
distributed by Frank Pitchford and Co., 
Ltd., Well House, Well Street, E.C.1. 

This same firm also markets a lightning 
stamp affixer with enumerator for 4 
guineas, or without enumerator, 24 
guineas. 

A more elaborate model which picks up, 
moistens, severs, attaches and counts 
stamps all in one operation is offered at 
44 guineas This is a really important 
machine for firms with big mailings as it 
not only saves mucà time and enables the 

to be got away earlier but it makes 
the handling of stamps error-proof. These 
rt anena are mentioned more particu- 
larly on page 27. 


Carelessmess and Indifference 


i ANY old box is not good enough 

| for your new line. Take the 
trouble to have it clothed in a design 

worthy of the success you seek for it. 

True art is never dear for beauty 

always pays. Consider the user, the 


public, and your own purse and 


refrain from adding still another 


horror to those which make the 
modern shop a chamber of horrors 
to the ‘artistically inclined.’ ”’ 

Our Designers, assisted by Members 
of the Royal Academy, can give you 
a box to be proud of. 





ROBINSON & SONS, LTD. 


Producers of High Class 
Cartons and Boxes :: :: 


CHESTERFIELD and LONDON 


The various divisions of Remington- 
Rand are now housed under one roof, 
No. x Leadenhall Street, entrance for 
Library Bureau Ltd. and Kardex; and 100 
Gracechurch Street, entrance-for Reming- 
ton Typewriter Co. Ltd. 


64 page BOOK - 
ON OFFICE WORK || Britis made oak dask {illustrated on page 


British made oak desk {illustrated on page 
2), six drawers, 4 by 2 feet top area. 
ais r systems for Office, > 
tores and Factory and Hlustrates 
numerous forms used in business, || puriding serves is made to business men 
Chock - full of labour - saving by the Cnchton Studios (see page 2). 
suggestions. > 


Write for It now. Just A new and lighter model of the well 
quote A247. known Finnell floor clearing system is 


’ now available. The completeness of this 
Moore’s Modern Methods || machine as a self-contained unit and the 


eficiency with which it works is con- 









WITH 


YOUR NAME 


ON THE SKY 


Apply: 


SKY PUBLICITY LTD. 


12 St. Bride Street 


CROMWELL HOUSE 


SURREY STREET, STRAND, w.c.2 
Temple Bar 5638/9 








firmed by the number of nationally known 
firrns which use it. Some of these names 
are included under the illustration of the 
Finnell machine on the back cover of this 
issue 


WHY IT IS NECESSARY TO 
TRAIN EXECUTIVES 


(Continued from page 20) 


& 
t 


1. He must learn the technique of 
the particular profession that 
he is going to take up, and 
professions allied to it. He 
must learn the science of cost- 
ing, the technique of purchas- 
ing; he must learn these in 
general and then apply them to 
the particular business in which 
he is placed. 


2. He must learn the trade in 
which he is engaged, whether 
his position in it be as an 
accountant, buyer or a welfare 
worker. There is a tendency 
to overlook the necessity for 
learning a particular trade. It 
is not enough for a man to be 
a good cost accountant: if he 
is in a cotton mill he must also 
know the cotton trade. 


3. He must also learn all that is 
involved in taking nsi- 
biity—the importance of initi- 
ative; the necessity for vigorous 
progressiveness; the great value 
of making clear decisions, and 
the essential condition of deal- 
ing fairly with all the human 
problems that arise in business 
life. 


When the “Potential” becomes an 
“Actual” Executive 


To learn these, the potential execu- 
tive must frst study: there is much 
codified knowledge that he can learn 
by study. Then he must learn by 
actually performing the jobs himself. 
The danger of too much emphasis on 
the science of management is that we 
shall tend to turn out managers who 
are theoretical. The successful man- 
ager of the future will still be the man 
who has been through the mill and 
who, in addition to that, has acquired 
the best available knowledge that he 
can. 


Later, the potential executive be- 
comes an actual executive, and climbs 
the ladder. But he is stil going 
through a process of training. In the 
main, that training is through his job. 
It is an important duty of those who 
control industrial concerns to ensure 
that each executive, in the perform- 
ance of his job, is getting the best 
experience and is qualifying for still 
higher positions. What is necessary 
to this end? 


First: That each executive position 
should carry a perfectly clear-cut 
responsibility. Unless it does, it is bad 


(Continued on page 35) 












Amazing Offer af 
380 Desks and Chairs 


only 5O96 the m 


Size 46 x 20 (including extension) 


Carriage 
Paid U.K. 


Desk only 
48/6 
Chairozly 
15/6 


Both 
Goiden 
Oak 


NB The 
furniture 
can b2 dark- 
ened speci- 
ally if desir- 
ed tor 15 por 
eent extra 


7 DAYS’ FREE TRIAL, 


to approved customer ; remember wepay 
ge and deliver right Into your oflice. 


eize this chance to order now We eapect te 
ave a record demand, for this 1s the most amazing 
offer ever made 





$43 


ERE is a marvellous chance to equip your typist with a reall 
oak desk and chair at a price measured in shillings! 
not be made at the price. 


Both pieces of furniture are much more stoutly built than usual. The desk has ~. 


fine, heavily buil 
.. The desk alone could 


laminated top. Solid Oak | 14” morticed locks, dovetailed drawers ang 
2 extension flaps. The size 46” x 20” is several inches r than the ordinary type 
desk costing double. The filing drawer is conveniently divided for stationery and 
files. (There are a few desks 46° x 25” at 6/- extra). 

The Chair is of solid oak; it is tastefully designed and upholstered, and has a sturdy 
underframe. Send for full list of Office Equipment. But ORDER NOW. 


LTD. City 4506 (3 Jinas) 
OSDA” 17 & 19 Old Bailey, London, £c4. 


16 St. Mary's Parsonage, MANCHESTER Blaia 6345} 


Northern Showrooms: Also at 622 Royal Liver Buildings D at (Bank 4112) 


Profits in 1933 


Will result from— 
GOOD PLANNING 


PRODUCTION Our methods start In the 

shop but extend to cover all 
branches—expenses, sales, 
finances—and Include the 
means of getting action 
promptly. 


WALLACE CLARK & COMPANY 


CONSULTING MANAGEMENT ENGINEERS 
(Chenis ın Leading Indusiries tn 10 Cotanir1es) 
Ww YaRL— PARS -— 
BRAYBAR BULSING 25 AYE ViCTOR EMNARVEL IH 
Information on request 


have YOU tried 


REAL PHOTO PUBLICITY ? 
250 Photo Postcards - 17/6 


* 


500 - 29/- 1000 - 52/6 
The following are also recommended useful 
sizes :— 7X54 83 %64 TIX? 12x10, atc. 
_ WE ARE REAL PHOTO SPECIALISTS 
Send for our leaflet “ Real Photo Publicity Pays” 


B. MARSHALL & CO. 


FORD STREET - . NOTTINGHAM 
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1 4 be 
Bee et cll ate V: 


„IF YOU USE 
THE RIGHT BAIT 


In the bigger game — angling for 
Business—you must be just as care- 
ful to choose the mght bait. Use 
photographs, they penetrate the deep 
waters whers the big fsb are waiting 
to bite Get In touch with the 
Wallace Heaton Service and learn 
how quickly, economically and 
effectively, photographs can be 
produced. Phone Mayfair 4484 


BAIT YOUR ADVERTISING WITH 


PHOTOGRAPHS BY 


Wallace Heaton Ltd. 


STUDIOS: 30 AVERY ROW, W.I 
Just behind 119 NEW BOND ST., W.1 




















DISPUTES 
ON PAY DAY 


USINESS houses are climinating un- 
leasant wage disputes by emplo 
ANCASTER’S NEW PA 
WALLETS—+he feud on pay envelope. 
Employees can ch cir money—tven 
handle their notes, without extraction and 
without tearing the wallet. 
In cases of a PEON te can be easily 
checked without opening ; the ep eens 
absolutely sccure and permitting of wages 
being made up and sent any distance with- 
out risk, 
Yet LANCASTER pay wallets are with 
practice speedier than the ordinary trans- 
oer Pe ial because notes need not 
folded. 


Free sample Wallets 
and Prices on request. 
LANCASTER BROS. & CO. 
Cash Bag and Envelope Specialists 
Shadwell Street 
Birmingham 4 





TREND OF BUSINESS 
(Continued from page 13) 


and Germany’s political-cum-economic 
confusion, there is no ‘‘worsening’’ of 
conditions anywhere. A definite date 
for the Economic Conference has raised 
confidence. The slight increase in com- 
modity prices has increased activity. 

Great Britain has very definitely im- 
proved her position by the agreements 
with Germany, Denmark and the 
Argentine, with further similar agree- 
ments to come shortly with Norway, 
Sweden, Finland, and, after that, other 
countries. 


These agreements are all to the good 
Even though we have to make pur- 
chases in return for making sales, it all 
increases trade, production and ex- 
ports. We are quite willing and able 
to buy more as we sell more. The vital 
thing is that as we sell more we in- 
crease our production, employ more 
men, increase purchasing power and so 
are able to buy more. It is significant 
that the specific lines of goods advan- 
taged by these agreements are those 
basic industries—coal, iron, textiles— 
that need the markets most, as well as 
other miscellaneous manufactures. In 
fact, these agreements, by creating 
goodwill and easing import and ex- 
change restrictions, make feasible the 
increase of export of all lines of goods 
to these countries. Manufacturers and 
traders should therefore watch these 
agreements closely and follow them up 
in the countries concerned. 


The Nation’s 
Balance Sheet 


Brody: the effect of the budget on 
business is simply that things con- 
tinue as they were The burden of 
taxation is mot lightened. The strongly 
deterring effect of taxation on business 
expansion, on the ability to accumu- 
late a surplus for re-investment in a 
business, on the desire to take business 
risks, still remains. i 

It is an honest budget, but not an 
encouraging one from the business point 
of view. The whole question of econ- 
omy in public expenditure is passed 
over. At only two points is there an 

ing. On the rst January next, in- 
stead of having to pay three-quarters of 
his tax, the income tax payer need pay 
only half. This ought to stimulate 
Christmas trade this year and the pur- 
chasing power of the community as a 
whole during the three months before 
and after January rst. 


The decrease in the beer tax will in- 
crease the consumption and give more 
employment in breweries and agricul- 
ture. We believe the Chancellor has 
allowed himself a hidden reserve here; 
it is probable that reduction in the price 
of beer will increase consumption suff- 
ciently to reimburse the Treasury for 
much of the budgeted loss. The other 
variations in the budget are small and 
more or less cancel out. 

But this ts important: this budget 
contains a definite prophecy of a reduc- 

(Continued on next page) 


kd 


ALONE .... 


Because of the eficient binding, 
the “SPIRAX” notebook as an 
advertising novelty stands in a 
class alone. 


“SPIRAX” patent binding 
allows it to open FLAT and to 
remain FLAT, 


A notebook which is a certain 
winner of Goodwill. 


AN IDEAL ADVERTISING 
GIFT FOR BUSY 
BUSINESS MEN. 
© 
Send for a sample. 
FRANCIS HOLLINGS & Co. 


Advertising Novelty Specialists 
101, NEW OXFORD STREET, W.C.1 





. Printers 


with own Paper Mills. 
Get a Lower Price from 
Drayton. - Ask us to 


quote on your next job 


DRAYTON 
Printing Works 


South Park, Fulham 
London, S.W.6 


printing since 1856 
paper over 200 years 


FRED. G. DRAY, MANAGING DIRECTOR 
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‘tion in income tax next year For the 
change back to the half-and-half Janu- 
ary I and July Iı payment scheme, 
while it reduces the yield for 1933/4, 
S wil bring back the full yield again for 
° 1934/5. This will give the Chancellor a 
theoretical {40,000,000 odd increase to 
play with next year. We venture to 
surmise that this will result in a 6d. 
to 1s. reduction in the income tax. 


Why U.S.A. came 
off Gold 


Tho above are the favourable factors 
from the latest trade figures. But 
now we must consider the latest 
trade and business happenings, all of 
which surround America’s going off the 
gold standard. 

The momentary result of this on Brit- 
ish and international business as a 
whole is unfavourable because of its 
unsettling influence and because of 
competitive effect on our exports. The 
ultimate effect may be, probably will 
be, favourable and lead to a final inter- 
national trade clearing-up and cur- 
rency adjustment. 


There has been much comment point- 
ing towards some mysterious ulterior 
motive for America going off the gold 
standard. {n reality it is a quite simple 
and aboveSoard situation. The reason 
America went off gold was a mixture 
of four necessities or aims: 

First, to decrease the burden of her 
internal indebtedness. Second, to raise 
the price of basic commodities. Third, 
to give her a stronger competitive posi- 
tion in her export trade. Fourth, to 
give her a stronger bargaining position 
with other nations. 


How U.S.A’s fall 
off Gold Affects us 

hat we, as British business men, 

must realize is this immediate 
effect: that America can now fight us 
harder in every foreign market inside 
the Empire and abroad; that at 
the figure the dollar stands to-day half 
the 35% advantage which the depreci- 
ated pound has given the British ex- 
porter is expunged; and that even in 
the markets of the British Isles our own 
manufacturers have a smaller advan- 
tage to-day than they had a month ago. 


A sound 
working policy 
his summary leads to these conclu- 
sions as to the right guiding policy 
for the present: 
1, Our own position is steadily 
improving. 
2. Business men should continue de- 
veloping the home market. 
3. Push hard for Empire business. 
4, Push forward in those countries 


where trade agreements give us 
openings. 


5. Keep costs and prices down and 
sales efforts up so as to meet all 
comers. 

6. Look to no increased trade with the 
U.S.A. for some time, but increased 
competition from her. 


7. Expect no world recovery yet. 








* 


ls your Salesmanager 
handcuffed ? 


@ In these days when sellingis the salvation of most businesses, 
when executives are striving to leave no avenue unexplored to 
poo more sales—the salesmanager’s hands are tied unless he 
exact, instantly available facts. 
@ Suppose you had a record system that would tell you ina 
flash the exact condition as it is in every territory NOW. The 
state of every customer’s purchases, every salesman’s work. Who 
carries the whole line? Who fails to sell certain products? 
Who is repeating and who is not? Who has window displays? 
Who has failed to take advantage of your new trade deal? What 
territory needs ah push this morning? What salesman failed 
to make important yesterday ? 
© With these up-to-the-minute facts the salesmanager is able 
to direct—-to apply 
pressure where and 
when it is needed, en- 
couragement where it 
will do most good. He 
is on solid ground. 


© Kardex Sales Re- f ee a EEE 
cords are simple to 

instal and inexpensive 
to maintain. They have 
helped many famous 
firms to obtain that 
detailed grip on facts 
which, under current 
trading conditions, 
means more sales. 

@ You will be inter- 
ested in Sales Bulletin 
“B.” Write for it. 


K I, LEADENHALL ST.,E.C.3 £ 


Tel. Monument 3921 (7 lineas) 


AND ALL PRINCIPAL CITIES 











Control and check time 
with a “ NATIONAL” Master 


Electric Clock & Time Recorder 


Manufacturers of TIME STAMPS, 
RADIAL, AUTOGRAPH & COSTING 
RECORDERS, also ELECTRIC DIALS 


British Manufacturers and Patentees 


NATIONAL TIME RECORDER Co. Led. 
227-228 Blackfriars Road - - S.E. 


Telephone: Hop. 6641-2 Telegraphic: Natrecord, London 
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A Book with | 
a definite purpose! 


SALES 
MANAGEMENT 


By Cunliffe L. Bolling 


HE New Enlarged Second Edl- 
tlon of this sound British 
Handbook is ona of the grezrt- 
est rids to successful sales 
organization ever published. There 
are seven new chapters jn this 
edition. Details Post Free, 


386 pp. 10/6 net 


Order from a bookseller, or send remittance 
for Iff- direct to the Publishers :— 


PITMAN, Parker St., Kingsway,, W.C.2 


t 


THE SPEED SYSTEM 
OF FILING 


THE BRITISH AUTOFILE: a Portable Filing 
Cabinet for letters Opens like the drawer of a 
cabinet, giving easy access to contents. May be 
or fitted to existing cabinet. 

rite for full 


particulars of this popular range 
of filing devices to 
THE BRITISH AUTOFILE CO. 
9, BEER LANE, E.C.3 'Phone: Royal 3660 


RECKONERS 


FOR EVERY TRADE AND PURPOSE 
117 Books Published 


“IDEAL” RECKONER 


: ev penny up to £3 and over 200 
EP a ee of Tiécoant. Interest, Profi 
7 i Fon and Cwt. Tables With 

valuable tables (indexed for quick 
reference) Multiphcation Table to 
72 x 100: lbs in cwts and tons: 
Poces per 100 and per gross: two 
discounts ip Succession: Instalment, 

a §6Sininng Fund and Deprecation 
Tables. Meino and Bniish Equivalents, etc. 

At all Booksellers @/«, by post 6/4 


GALL & INGLIS, Seciatisrs, 
12, Newington Road, Edinburgh, and 
13, Henrietta Street, London, W.C.2 


in 










No Butlder’s, Punters, Windovw- 
cleaners or Householders equip- 
ment is complete without handy, 
indispensable for-all-purposes 
FORWARD PATENT 
EXTENSION LADDERS. 
Each 2 or 3 section ladder des 
so many separate ladders. Strong] 
made, soon saves cost Lightes 
cheapest and safest on market. 
Write for Free List XL 105. 


Parker, Wmder & Achurch, Ltå. 
Wootworkers. Birmingham. 
London: 4, Gt. Marlborough St., W.r. 
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Economics of a Changing World, by 
H. V. Hodson (Faber and Faber, 7s. 6d.). 


This little book may well represent a 


new turn ın the writing of pular 
economics in this country, for Mr. Hodson 
does leave the lecture room for the office 
occasionally. As the result he gets nearer 
to the facts on which economics 1s based 
than most other university lecturers on 
the subject He deals with business as a 
living process not as something dead to 
be examined under the microscope. 


It is refreshing to find an economist 
admitting that ‘‘there need be no hocus- 
pocus about money breeding, or analogies 
with natural reproduction and growth. 

The use of capital can be regarded 
as a raw material or fuel of manufacture, 
trade and finance.’ 


In an absorbing chapter on ‘‘The Busi- 
ness Cycle and Unemployment’’ Mr. 
Hodson examines fully all the theones on 
the subject, from Professor Pigou who 
says ‘‘Optimistic error and pessimistic 
error, when discovered, give birth to one 
another in an endless chain’’ to Messrs. 
Foster and Catchings who believe ‘‘that 
the incomes disbursed by business enter- 
prises to individuals are alternately less 
and more than the full value of the goods 
produced for sale.” 


Having (perhaps happily) no theory of 
his own to offer, Mr Hodson ıs able to 
see the practical faults in other people’s 
panaceas. 


Only in one instance does Mr. Hodson 
use mathematical formule and he admits 
that they can safely be skipped. 


We hope this book will start a fashion 
if not for brighter economics, at least for 
more business-like economucs. 


British Industries and their Organiza- 
ey G. C. Allen (Longmans, Green, 
108 a) 


Professor Allen sets out to study and 
answer the question—What is the trend 
of industrial organization in this country? 
One by one he examines the coal, ron and 
steel, engineering, shipbuilding and 
marine engineering, motor, cotton, and 
woollen and worsted industries, show how 
they developed, how they are organized, 
and what their future is likely to be. A 
well-reasoned and authoritative study of 
its subject and one worthy of the atten- 
tion of industrialists. 


The New Psychology of Selling and 
Advertising, by Henry C. Link ({Mac- 
millan, 158 ). 


‘This 13 a study of modern advertising 
tendencies which should be of interest to 
both the advertiser and his advertising 
agent. Dr. Link cuts deeps. The ‘‘new’’ 
psychology referred to in the title is, he 
states, concerned with the discovery of 
how to avoid sales resistance, how to dis- 
cover and sell articles to which there will 
be the least resistance, and how to 
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c1ystallize the latest wants of consumers 
into active demand. The book, as he says 
in his preface, 1s the first to present this 
modern viewpoint wholly in terms of 


modern psychology. The book tackles 
practically every side of advertising, 
including market surveys, and radio. and 
mail selling, while it also contains a good 
deal on the psychology of the consumer. 


The book concludes with an illuminating 
study of net profits which every shop- 
keeper, old and new, will find invaluable, 
and a chapter on the personality of the 
retailer which will also repay careful con- 
sideration. 


Monetary Theory and the Trade Cycle, 
by Friedrich A Hayek (Cape, 6s ) 


This book restates modern monetary 
theory ın such a way as to make it an 
effective instrument for investigating the 
problems of trade fluctuatio Professor 
Hayek contends that hitherto the applica- 
tion of monetary theory in these fields has 
been sterile, because it has concentrated 
on discovering the effects of changes in the 
value of money, rather than the more fun- 
damental effects of changes in the supply 
of money 


The chief part of this book is devoted to 
remedying this deficiency; but several 
other umportant economic theories of the 
trade cycle also come in for the Profes- 
sor’s attention. 


The book is a serious study of the prob- 
lems it tackles, and has been well trans- 
lated from the German. Edited by Pro- 
fessor Lionel Robbins of the London 
School of Economics, it is a valuable addi- 
tion to the Bedford Economic Series. 


What’s Wanted, a List of 895 Needed 
Inventions, compiled by the Institute of 
Patentees (Institute of Patentees, 39 Vic- 
toria Street, S.W.1.° 13.), 


Here 18 a little booklet, primanly in- 
tended for the inventor, which it wil repay 
every business man’s time to obtain and 
study, for the list of needed inventions 
may well set him studying the problems 
of his own business and thus lead to pos- 
sible solutions In many cases the book 
suggests the want of inventions for which 
we had not previously seen the need, but 
once having seen it, there may be a method 
of overcoming it in our own particular 
Case. 


The needed inventions listed touch every 
side of life, from the domestic to the 
scientific and commercial. Manufacturers 
looking for profitable new lines should 
study it carefully, for many of the inven- 
tions suggested are not beyond the bounds 
of possibility, and one of these two or 
three line paragraphs might lead to new 
and profitable business. 


The last section of the book is devoted 
to iculars of the Institute of Patentees, 
and here again is much information which 
ee agian will find useful to have 
a : 


- {Continued from page 31) 


SECOND: Every executive position 
should carry the best rate of pay the 
company can afford. There is prob- 
) ably no more effective incentive to- 
\wards giving executives confidence in 
beret than to make them feel 


at they are being properly remuner- 
ated. 


Tard: It is a major responsibility 
of the head of a concern to spend much 
time in checking the work of execu- 
tives and perfectly frankly giving 
encouragement or criticism where the 
one or other is due. I doubt very 
much, particularly ın larger businesses, 
whether those at the top realize what 
a tremendous effect on the efficiency, 
enthusiasm of vigour of executives 
can be exerted by a few words here 
and a few words there. We are far 
too prone, when results are not satis- 
factory, to worry about methods and 
systems and figures instead of tackling 
the cause of the result, which lies in 
the ability of the executive handling 
the particular work .in question. 
Equally, we are too prone to accept 
good results without comment instead 
of enthusiastically giving the credit to 
the man who has produced the results. 


Give the Young Executives 
Plenty of Variety 


FourtTH: It is immensely desirable, 
again particularly in large businesses, 
that executives should have the oppor- 
tunity of handling work other than 
that which is their primary job. Noth- 
ing is more difficult to arrange, but it 
is well worth doing. Because a man 
is a successful factory manager, it does 
not follow that he has not some useful 
contribution to make to advertising, 
or purchasing, though in these days 
most managerial positions involve a 
considerable degree of specialization. 
We ought to concentrate on finding 
these hidden abilities. 


FIFTH: Bringing executives into 
contact with work other than their 
daily job is particularly valuable as 
an aid to interest executives in the 
policy of the business in which they 
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enable you, by just a flick of a key, to; 
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BRANCHES 


London 
Manchester ` 
Birmingham 
Glasgow 
Dublin 


DICTOGRAPH TELEPHONES itd. 
Aurelia Road, Croydon 





DICTOGRAPH 
— INTERNAL— 


| 
TELEPHONES © | 
| 


Get through instantly 
to any departmental 
member of your organiz- 
aton, without turning a 
dial, calling Exchange, 
holding an earpiece, or 
speaking into an unsanit- 
ary mouthpiece 

Talk naturally to him, 
without raising your voice 
and without moving from 
your seat or even from 
your usual attitude. 
Hold a conference 
between several of your 
departmental ‘‘heads’’ 
without anyone leaving 
his department ‘“‘leader- 
less’’ 


Can you afford to be without such conveniences 
It will cost you nothing to 
We give free demonstrations in your 
own premises without charge or obligation. 


in your business? 
find out. 





Hear their replies aloud 
through a loudspeaker as a 
distinctly as if they were 
standing at your side. If 
you wish your replies to 

be for your own ear only, 

an earpiece is provided 


Retain both hands free 
to write or hold papers 5 
whilst you talk, or even 
walk about the room or 
dictate your letters. 
Secure right of way 
in a polite manner over 
| 


other conversations 
between your depart- $ 
ments. 





Bristol 
Newcastle 
Cork, etc: 


Telephone : Thornton Heath 2240 (2 lines) 


BRANCHES 
Belfast 
Leeds 











Insure Against W aste 


with a G.B. Recorder. It reduces waste effort, covers 
its own cost in a few months time and gives reliable 
service for many years. ' l 

Modern business leaves no margin for unpunctuality 
—cut it out by using a G.B. British THROUGHOUT. 


are engaged. In very few businesses 
is enough effort made to interest all 
executives in how the business is far- 
-ing and, most important of all, to 
ensure that every executive is fully 
‘sold’ on whatever the policy of the 
business is. _ 


Send for catalogue and full particulars. 


GLEDHIL ST: 
ee 38 EMPIRE WORKS, HUDDERSFIELD 


I suggest that any business con- 
troller can deliberately set out to make 
executives into better éxecutives; to 
make competent men into big men. 
And that, surely, is what we need to 
achieve. 


(Continued on next page) 

















CUT THOSE. 
DEAD CHARGES 


You can save perhaps 


half the cost of blotting 





Send for samples of 
SERVICE 
Q 
Y © 
UpeRgo®® 
The unique green blotting with 
a big price saving 
174 x 224 
} Ream 6/6, } Ream 12/—, 1 Ream 23/-- 
Carriage Paid 
LANCASTER BROS. & CO. 
Envelope Specialists 





Shadwell Street, Birmingham 4 
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THE PROBLEMS - OF GOOD AD- 
VERTISING PRINTING HAVE BEEN 
OUR SPECIAL STUDY FOR OVER 
FIFTY YEARS, AND THIS LONG 
SPECIALISED EXPERIENCE HAS 
RESULTED IN A REALLY UP-TO-DATE 
AND THOROUGHLY EFFICIENT 


SERVICE 
& 7 


OUR ORGANISATION IS AT YOUR 
DISPOSAL, SEND US YOUR .PROBLEM 
OUR ARTISTS WILL SOLVE IT 
WITHOUT OBLIGATION 


@ 
W. MARK & CO. 


LIMITED 
THE DRAPERY 
NORTHAMPTON 


AND 
29 KING WILLIAM ST. 
LONDON - - E.C.4 





(Continued from previous page) 


The training of the executive also 
can be developed through external 
agencies. There is a good deal to be 
said for executives getting out into the 
world, away from their own business, 
meeting executives from other com- 
panies, joining with other executives 
in the study of modern problems, 
travelling abroad to examine the con- 
ditions in other countries, and in every 
possible way broadening their know- 
ledge and outlook. 


That must be our object—to build 
up in each individual organization 
men with (a) a real knowledge of their 
technique, and (b) men who are big 
enough to make every business bound 
forward, because of their own initi- 
ative and vigour and breadth. 


As in the past, so in the future, in- 
dustry will primarily depend on the 
calibre of those who lead it. It is 
true of the individual concern and it is 
true of British industry as a whole. 
Industrial leadership will have larger 
issues to face; wider organizations to 
control; more complex situations to 
resolve; greater obstacles to surmount; 
further horizons to scan. Only by 
setting ourselves with determination to 
produce the men to carry that burden 
of leadership can British industrialists 
hope to maintain their pre-eminence 
in world trade. 


nO mann 


THESE MAPS GIVE SALES 
RESULTS AT A GLANCE 


To enable the sales executives to get 
an instantly comprehensive view, week 
by week, of the sales position in the 
whole of Britain, a manufacturer of 
food products uses large-scale maps. 


These maps are all marked according 
to salesmen’s territories and not by 
counties. The weekly returns from 
every territory are analysed and on 
Saturday mornings are shaded in in red 
The various gross returns are repre- 
sented by different shades of colour 
according to a set scale, 


The master map is kept on the wall 
of the sales manager’s office, but as 
soon as each week's revision is com- 
pleted a photostat copy is sent to each 
salesman personally, together with brief 
remarks from the sales manager. 


The plan not only provides a graphic 
basis for a regular sales conference at 
head office, but it enables every sales- 
man to see exactly how he stands com- 
pared with his colleagues on other terri- 
tories. The idea has stimulated keen 
competition among the men in the field. 
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“Please send thirty more 
ROBIN BOOKS” 


This is one of the numerous repeat 

orders we receive which prove convinc- 

ingly that ROBIN Looseleaf Books- 
justify the claims we make for them. 


ROBIN Looseleaf Books definitely 
speed up Record Keeping 


9 /6 will bring you this trial outfit 
on seven days’ approval: 
One “Robin? Binder 581B, bound full 
marcon buckram, complete with A-Z index, 
and 200 leaves 5" x 8 ruled felnt, cash, 
double ledger, or for stock record 

J. 


W. RUDDOCK & SONS 


Manufacturers of Looseleaf Books 


LINCOLN 
and at 3 OLD JEWRY, LONDON, E.C.2 





SEND FOR OUR ILLUSTRATED 
CATALOGUE, POST FREE 


BUSINESS 
and- 
MARKETING 
A good Letter Heading 
- will HELP 
We 


design 
and 


J.&H. Bell, Ltd. 


Printers, Die Stampers and 
Photo Process Specialists 


Carlton St., Nottingham 


ROBIN LOOSELEAF BOOKS | 
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How Cadbury’s 
AKE THE PULSE 
of Sales Areas 


ADVANTAGES 


of the 


-L-STEEL OFFICE 






your firm who are to see this issue. When 
h has read it please pass on to next on 
list SEE PAGE CHECK 
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G eee eTNE ERS, RON ee c mA AMMETERS, ET 
NO MORE TELEPHONES: 


KNOCKED OVER sere 
df you use Telephone Extending Arms. 5 


Extend and Swing in any direc- 
tion. Supplied with fittings for 
wall, desk or table. 


Extending 

23 inches .. if» 
Il n we DD) m 
32 n us 25/- 
36s, 1. RE 





aie OTHE DEAL” | 
_ THE SUPERS TYPEWRITER 


LINE GUIDE | 
COPry. 


aves the 


“4 typist’s time 
and your 
notepaper. 
Tap the lever 
and the line 
guide moves 
down. 






















Price, as Post free. 
illustrated. | Message Recorder .. _ 3/8 post free, 
21/- Hygienic Glass Mouthpieces (prevent 
And cheaper [influenga) for G.P.O. phone 2/2 post free. 
model. 15/6 The modern 
method of fas- 
tening N 
Takes ¢ out 
Tu Sow olgepeat orders for “Ideals” more than TAPPIY of paper Pitself. 
testifies to the merits of this ideal machine. A  CLIPLESS Post free 10/6 
A ‘user writes: ‘‘Send us two more ‘ideals’, Mery FASTENER And cheaper 
Our iypists all want to use those we have." Sa... model. - 
} 5/8 post free. 
cacuarer -SPECIAL OFFER 
Will multiply, divide. NEARLY NEW 
add and subtract in p NE 
1/10th time taken to Book-keeping and Accounting |. | 
do so mentally, : ae ue, 
15x 10x9 Machines, Loose Leaf, Fanfolds | | 
from £29 10s. l 


or Book Writers, with or with- B 
out Adding and Subtracting of 
all makes, at Bargain Prices. 


Tens transmission 
£40 





Write for details. 


THE ADDOMETER = 
NO MORE ERRORS. Use the wonderful. 
pocket Addometer. Adds and subtracts rapidly > 
and accurately. For English money, Decimal or 
Ordinary Figures aud Feet and Inches. 


HE BIOU QUIET FORTARLS 

‘al quietness and light touch are a real aid 

iciency, while its compactness, lightness, 
abili and beautiful work make it THE BEST. 


FOR i 
ight 8 ibs, nearly 2 Ibs. lighter than POCKET OR jf 
as ali other portables.) DESK i a 

: So Simple Any- f 
one Can Use it f 
In Plush-lined. 

ducoid case. 





Size r 
11x 2bxh 
ins. 
SAVE rj, IN POSTING TIME 776 
: slid And let your business-getting letters look like A i Post tree. 
chreve WAITER personal letters with actual postage stampe by When acastine state lor what money required. 
i using the TAPPIT stamp affxer. Also cheaper pocket Adder for ordinary figures 
oe A Cheaper and quicker than a Franker, all stamps and Indian money. 26/+ post free. 
g As used by the leading firms. Do you realise fixed, checked and counted in one operation. 
“oothat an altered cheque is your liability f British made and guaranteed. 
Bargain. New: €8 8s. each. Write for details. 


af All makes ‘of Cheque Writers in stock 
= hall usual priees. 


BARGAIN OFFER 


Fire - resisting and 
Vermin-proof Steel 
Office Cupboards, 





THE LATE SY INVENTION T 
F’scap size, A FOUNTAIN PARCEL PEN 

























































| finished art green, THE TAPPET UNIQUE 16 WITH RUBBER NIB 
lever lock, duplicate Swinging & Detachable per tray Writes a thick line on paper, canvas, 
i _ keys. extra. wood, metal, glass or any surface, 
2 ft high, LETTER TRAY GY For Addressing Parcels, Writing 
p IA ins. wide, 45 / m Notices, Price Tickets, Labelling 
V12 ins. deep. A big aid to Goods, etc. 

-BOans, high, efficiency. 

+} T8ins. wide, £3 All trays lift PRESERVE 
ae off, are your Larrans 














6 ft. high, 2 ft. wide, 
te ins. deep, as 
tra- 
se £4 10 
All carriage paid. 
Other sizes in stock. 
Half the price of 


interchangeable, 
swing out of 

way, leave desk 
quite clear. 


and Records from 
dust and fire by 
using our Art Green 
= Vertical Steel Easy 

: Running FILING 
Complete with post CABINETS. 
and fitting for wall 













Number of Trays per Set. 



















eseni or storing Material of Trays. Trays. 3 Trays. 2 Trays. or desk. Ali inland 4 drawers, 4to 
Bowks, Papers, Box Light or Dark Oak ..  85/- S1/- 87i- A var boa A pan; i PE Par 6 
nies, Lette ; Ati. E „ Approximate interna ! : 
ae Pie equally Real Mahogany ` .. Æ% 40; 85/- dimensions of trays _, £7 8 98 
gy Steel, Finished Art Green 45/« 40/- B5/+ 134 x 94 x 2H inches. _ Carriage paid. 
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METHODS 


PRACTICE 


Problems of office control and management 
have of late years assumed an importance 
never attached to them in earlier days. 

In all business reorganization, as Sir Joseph 
Burn says, the office must come first. 
steady rise in administrative costs, the growing 
burden of “overhead” charges, have brought 
recognition of the fact that economy and 
efficiency are as important in the office as in 


the factory. 


by THOMAS DIXON 


he growth of ‘‘big business’’, the 

tendency to huge combines, has 

brought the importance of execu- 
tive control—of the office—into the 
limelight. The office is no longer, as 
it once was, the mere record-keeping 
department of the business. It has 
become the leader, the inspirer, the 
controller of the entire organization. 
It is the brains of the business. 


“Office managers are beginning to 
realize,” Mr. Hutchinson says, ‘‘that 
high production is just as necessary in 
the office as it is in the factory,’’ yet 
‘in no other line of industry. is there 
so little attention paid to measurement 
‘of output as in the office.” The usual 
excuse that clerical output is not 
measurable Mr. Hutchinson combats 
strongly: eighty per cent. of all clerical 
work, he declares, is measurable by 
one means or another. 

Typewriting is the most easily 
measured of office operations, yet few 
offices take the trouble to measure it. 
That it would be profitable to do so 
is evident from Mr. Hutchinson’s 
opinion, expressed after five years’ 
. investigation, that 


“at least half the money spent 
on business correspondence 
to-day is not necessary or jus- 
tified, and, therefore, must be 
regarded as waste.’’ 


This, coming from one of Mr. 
Hutchinson’s wide experience, is 


For the Business Man’s Library 


Mr. FREDERICK 
HUTCHINSON'’S 
BOOK ON OFFICE 


AND 


The 


sufficiently There 


startling. are 
thousands of firms in this country 
whose correspondence staffs cost 


them, to set a very moderate figure, 
£50 a week, and if {25 of this is 
wasted, as Mr. Hutchinson asserts, 
the sum total of money spent unprofit- 
ably every year must be appalling. 
When we consider that {25 a week 
means {1,300 a year—s5 per cent. 
interest on {26,000 of capital—we 
begin to realize the magnitude of the 
loss. An economy on this scale would 
turn many a losing concern into a 
profit earner. 


So far as the high cost of typing is 
concerned, Mr. Hutchinson quite 


definitely attributes it to the system of _ 


taking dictation in shorthand. His 
remedy is to replace shorthand by The 
Dictaphone and he gives, in a series 
of interesting comparative tables, 
examples of the amazing increase in 
output that followed the installation 
of The Dictaphone in Messrs. Cadbury 
Brothers’ offices at Bournville and in 
other important firms. 


In one department alone at Bourn- 
ville the average typing output over 
a period of two months showed an 
increase when Dictaphones were 
installed of 124 per cent. as compared 
with the shorthand method. This 
figure amply justifies Mr. Hutchinson’s 
assertion that “‘half the money spent 
in business correspondence is wasted."’ 
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It is a remarkable fact that, striking 
as these figures are, Mr. Hutchinson 
attaches greater importance to what 
he terms the ‘“‘invisible profit’’ made 
through the use of The Dictaphone in 
saving the time of the principals and 
executives. He puts this saving, 
which applies in small as well as in 
large offices, at 20 per cent. as a 
minimum. Obviously, with execu- 
tives whose salaries may range from 
£500 to several thousands a year a 20 
per cent. economy must outweigh 
even the considerable saving in the 
typing department. 

Mr. Hutchinson has made a thought- 
ful contribution to the science of office 
management and his book should be 
read by all business men. 

It may be obtained post free on 
application to 


THE DICTAPHONE CO., LTD, 


(Thomas Dixon, Managing Director) 


Kingsway House, Kingsway, 
LONDON, W.C.s 


And at Manchester, Birmingham, Liverpool, Bristol, 
Glasgow, Leeds, Newcastle-on-Tyne and Dublin. 


POST THIS COUPON NOW 


The Dictaphone Co., Ltd., 
Kingsway House, Kingsway 
London, W.C.2 
Dear Sirs, 
Kindly send, free of charge, Mr. Hutchinson's 
Book “Office Methods and Practice 
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To keep ‘au fait’ with all departments, to know 
the state of all business in the organisation, in fact, to be in 
persgnal touch with your staff—without chasing around on foot 
wasting time and energy, but sitting calmly and sedately at your 
desk .... taking important calls and ’phoning clients ....no 
fuss and no fume.... bringing all within the reach of one— 
that is the advantage of having a STANDARD Private Automatic 


Branch Exchange System—Specify STANDARD 


Stondard Prrvare Avromaric BRANCH EXCHANGE 


STANDARD TELEPHONES & CABLES LTD., THE HYDE, LONDON, N.W.9 
Telephone: Colindale 6533 








With Visible Equipment as your guide you are able to act as 


an Executive because all the vital facts are thrown up by 
coloured indicators. If you use Books or Vertical Cards you 
are relying on details being “dragged out” and presented to 
you—often too late to take action. ’ 


Instal Visible Equipment and obtain the following advantages :— 


I. Saves’ Depr. Customers’ names and addresses “at a 
", Coloured indicators tell you in visible chart form the 
month of last order. 


2. Accounts’ DEPT. 40% quicker posting of Sales and Bought 
dgers. Overdue accounts shewn by coloured warning tabs. 
Quicker despatch of Statements, too. 


3. Works’ Orrice. Production, Stock and Costing Records 
possess that quick accessibility which is essential in such an office, 


Write for further particulars to :— 


CARTER -PARRATT Lid. 


Specialists in the manufacture of Visible Equipment 
16 VICTORIA STREET, LONDON, S.W.1 
Phone: Victoria 1045-1046 Works: Wickford, Essex 











“VELOS” INSURANCE MODEL 


STAMP AFFIXER & CANCELLER 
No. 5705 


£6 


EACH RETAIL 


Picks up— Moistens— Severs—Atta- 
ches—Counts and Cancels your Insur- 
ance Stamps in ONE Operation 


Rolls of 480 Stamps can be 
obtained from any Post Office, 












For your 


EVERY-DAY MAIL | 


LIGHTNING 5005 


Without numerator, 3} gns 
With numer’r 10/6 each extra 


1933 MODEL 5007 
Highly Nickelled 


Without numerator 4 gns. 
With numer’r 10/6 each extra 


MADE IN ENGLAND 


FRANK PITCHFORD & CO. LTD., LONDON, E.C.1 
WELL HOUSE, WELL STREET NATIONAL 0055 (4 lines) 
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ARKETING __LEVEL and TREND of Sales Govern Our Campaigns 
ro á By HUGH WEEKS, M.A 
ing, Advertising of Cadbury’ Bros. Barnard 

oe | This Service Carton Increases SALES From the VACUUM OIL COLTI 
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“99 Clean, Cool, y Comfort 


in striped designs: aa 

or plain. shades) 
(including two | 
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FOR the purpose of handling multiple sets of forms 
requiring carbon copies, Egry Manifolding Registers 
should be employed, as the interleaving of carbon paper 
is entirely eliminated. One turn of the handle deliven 

2 to 5 clear and unalterable copies of 


EGRY the original entry ; automatically pre- 

senting a fresh set ready for immediate 
CASH use, and retaining—in certain models 
TILL —one copy in a locked compartment, 





for checking purposes. Egry Registers 


t can be applied for the following 
A Cash Till which embodies the feature of purposes :— ` 


a written itemised receipt is the most Stores Requisitions Works Orders Credit Sales 
. . Invoicing Repatr Orders Receiving Records 
secure method of controlling every ‘transaction. Stock Records Purchase Orders Warehouse Orders 
Delivery Noles internal Transfers Goods Inwards 
l Production Orders Cash Sales Reports 
G Y Our London factory is not only equipped for the 
E R Terai manufacture of continuous stationery for use in our 


Registers, but also for the manufacture of Continuous 
Roll and Interfold Stationery for use in Billing and 
Accounting Machines, such as Elliott-Fisher, Under- 
wood, Remington, Smith Premier and Powers-Samas. 


PRICES RANGE FROM 6 TO 43 GUINEAS 


EGRY LTD. 


WARPLE WAY, ACTON, w.3 


TELEPHONES : SHEPHERD’s Busy 2431 & 4484 


SPEED-FEED 


The Egry Speed-Feed Attach- 
ment enables your own type- 
writer to be converted into 
a Billing machine—with ll 
the advantages of Con- 
tinuous Stationery—at 
a moment’s notice: 
snaps on and off in a 
second. 
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To the Powers User this card means much. It tells him that on April and, through 
the activities of Traveller 69 (Jones) working from Branch 5 (Yorkshire), he delivered goods to 
a customer whose account number is 176, who is located in Town 34 (Leeds) and whose trade 
is 27 (General Merchant). The exact nature of the goods is indicated by the Composite Code 
No. 23/4/67/ora1 ; the quantity is 24, the sale value £12 os. od.; the cost £6 os. od. and special 
delivery charges 8s, 6d. 


This particular card deals with a Sales transaction; other forms of cards deal with 
Purchases, Wages, Stocks, etc., etc. In all cases the information is recorded by means of perfora- 
tions—the fastest known method of recording—and in such a way that the cards form unchanging 
records which can be mechanically classified at a spzed of 24,000 cards per hour. 


And further the Powers User takes these mechanically arranged cards and places them in 
the Powers Tabulator which prints from them the accounting information required, Sales and 
Purchases Ledgers, Customers Statements, Sales end Purchases Analyses, Commission State- 
ments, Payroll, Cost Records, etc., etc. ; the machine automatically adding-—subtracting—printing 
all the details from each card or printing totals only of groups of cards. 


Thus the Powers’ User is able to obtain all his statistical and accounting information 
quicker and more economically than by any other method—and because he is depending on 
machines operated by positive mechanical means, he is certain of accurate results. 


Let us tell you more about Powers Accounting Mach-nes. It will cost you nothing. Write to-day. 


POWERS-SAMAS ACCOUNTING MACHINES, L: 


ALDWYCH HOUSE, ALDWYCH, LONDON, W.C.2 


ACCOUNTING IS BEST DONE ON BRITISH MACHINES—-POWERS 
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POLICY 


How We Get THE BEST 





hen I started in business, a good 
many years ago now, the head of 
the firm made a remark to me 


that I have never forgotten. ‘“‘If you 
work here, James,’’ he said, “I want 
you to do your job because you like it.” 

Ever since then I have followed that 
policy, and in later years I have made 
it one of the most important factors in 
applying Executive control to my own 
staff. I am convinced that there exists 
no kind of incentive more effective in 
getting the best out of a man—however 
high or low he is in the scale—than a 
real liking for his job. 


These are my Tests when Engaging 
Male Staff 


Ever since I have been in control of 
a concern I have made it my business 
personally to engage all male staff, even 
juniors. During the interviews with 
them I do not regard as of primary 
importance their scholastic achieve- 
ments (in the case of juniors) or their 


25% advantage ; 
But the 


executive happily 
it is of prime 
importance to 
KEEP him happy 
in his job.” 


. 


individual business achievements in the 
case of executives. When I engage the 
latter I keep the conversation on fairly 
wide business topics, allowing the 
applicant to do most of the talking. I 
observe how he speaks about various 
topical circumstances. In this way a 
man will invariably indicate, quite 
unconsciously, the particular subject in 
which he is most interested. He will, 
also, reveal how he regards it. If he is 
narrow, critical without being construc- 
tive, if he is destructive of personalities, 
then I promptly close the interview. 
That man will never be really happy in 
any job. I don’t want him. 


On the other hand the man who is 
applying for a post, say, as a sales 
executive and who reveals by his con- 
versation that his pet subject is business 
organization from the financial point of 
view, then, though he may be desirable 
in that sphere, I do not want him as a 
sales executive, He will not quite fit 
in, and consequently will not be com- 
pletely happy at his job. 


responsibility 
does not end heré, Having STARTED an 


Out of 
EXECUTIV ES 


By ARTHUR JAMES 
Managing Director, Viaduct Sewing Machine Co., Ltd. 





“A man in the right job starts with a 


25%, better. 
management 


he works 
of 





When the man comes along who talks 
intelligently about the distribution 
methods of the day, the faults and 
remedies in regard to modern packag- 
ing and marketing, the possibilities of 
improved territory control and gener- 
ally shows thateselling, in its broadest 
and most ambitious sense, is the subject 
that appeals to him, that is my man. 
He will be happy at selling. 


Having Started Happy, Men must 
be KEPT Happy 


All my executive staff have been 
recruited along these lines and I know 
that this is the reason why such a 
cordial family relationship exists 
among us, and why the work is done 
so well and without those constant little 
frictions and difficulties which add up 
and make such costly overheads in the 
course of a year. 

It is not enough, of course, to start 
a man happily in his job. He must be 
kept happy. I consider this an impor- 
tant point in management. 









ERNER OCASE 
o o they keep head office and works officials 
“almost strangers to one another. 
eS Especially if the works is fifty miles or 

so from head office, as is frequently the 

gage. Our own works is only fifteen 
miles out of London; and even this 
= would be an effective barrier if we did 
ee not overcome it. 


“little to avoid this ey e | 


* we like our Executives to 
=~ “Mix” Freely 


a We “always endeavour to get our 
zm executives to mix together as much as 
possible. At head office all the execu- 
tives’ offices are on one floor. One man 
3 therefore | easily drop in and see 
vithout difficulty or loss of 
ntrasts sharply with one 
firm I was associated with. 
he various executives’ offices 
scattered over five floors. It was 
est part of an hour’s journey to 
fo or three. The result was the 
nts tended to become water- 
ulated from one another. 
Managing Director, my 
same floor as those of 
xecutives. Any of them 
nd see me-—except when 
fri a my desk, a small red 
| outside my door. This 
at Iam engaged. 



































nference-Lunch is a Great 
n Success 


aturday morning we “get 
as we call it. This is a con- 
il executives, including the 
es from the works. This, 
is not an ordinary conference. 
der the most friendly relation- 





I. Executives’ offices 


_.less expenditure. 
body on the most friendly terms. 









a FOUR POINTS in this 
Policy Which Keeps Executives Happy 


are placed near together 


these are later typed out in official 
memo form for necessary action. 

I can say definitely that this lunch- 
conference is one of the most successful 
things we have instituted. We used to 
hold the conferences in my office, but 
there was always an ‘‘on duty’’ feeling 
about them. To-day we get plenty of 
fun, we appreciate each other’s jobs the 
more, there are never any “let downs’’ 
—and our business has steadily 
increased in spite of the depression. 


Those who Exceed the Budget must 
Buy Drinks 

We operate our business by budget. 
The secretary of the company, through 
the chief accountant, acts as budget 
controller. Once every month the 
lunch-conference is devoted to budget 
discussion. Every executive is given a 
chart on which his expenditure is 
plotted and compared with the budget 
line. It is easy for tach department 
head to see at once how his expenses 
are going—in keeping with the budget 
or too far above or below. Here again 


in a friendly spirit adjustments are 


made to suit each case. Not the least 
part of the fun lies in the fact that the 
executive who has most exceeded his 
budget without good reason or official 
sanction has to stand drinks to the 
assembled company. The chaffing and 
leg-pulling to which the victim is sub- 
jected is a wonderful curb to thought- 
Yet it keeps every- 


This Plan makes the Suggestion 
‘System more Effective 
We use a suggestion system to which 


all executives are encouraged to con- 
tribute at any time. 
hold it at 11,30 a.m. over a e 


The method we 


mploy is this. Anyone who has an 












to 


encourage department heads to ‘mix’ freely 





avoided 


4. Weekly conferences between office. AND works 
~ executives are combined with a lunch, paid for by the 
firm. The informal atmosphere thus caused improves 

the efficacy of all discussions 


Gn 3. = Executives’ jobs are NOT interfered with by the manage- 
= ment. Each executive stands or falls by his results 
4. The Management’s advice is always available to assist 
executives in their decisions. 
= methods is DERRI O TROETIYE:; 


Criticism of executives’ 
censure Is. 


> tant arrangements and E and on the idea; possible snags 





which produce revenue are answ 


_ initials the typescript, brings it to me 


Finally 1 O.K., modify or veto the sug 
afo -gested plan. The typescript is 1 i 
_ „away in my personal file: Ifthe 
Eigse not then work out as Èx 


A pen a ve view are S DONE 









unforeseen by the proposer, are ‘pol 
out; and from that one idea we nearl 
always get something of real use to the | 
company and which, at the same time, 
is modified to the best advantage. . 
Formerly we used to let the proposer — 
read out his own suggestions at the con- 
ference. But from me, as Managing _ 
Director, the matter comes as- more ce 
authoritative and calls for more serious . 
discussion. oe 
The fact that these suggestions are ; 
read in public prevents anyone execu- _ 
tive trying to ‘‘knock’’ or steal the | 
thunder from another, as is possible — 
when secret reports are sent direct to _ 
the management without publication aS 
With the friendly association: existing. 
between all our executives nothing lik 
that could ever happen in our case, bu 
the procedure makes the plan more ope 
and quite beyond personal criticism. 























We Leave Executives Alone: the 
Know their Jobs l 


Another important thing in keep 
executives happy in their jobs is to lea 
them alone. Each of our executives 
entirely responsible for the condui 
his department. Those departm 


direct to me by results. These cor 
me daily in chart form, but I n 
interfere with the plans and met 
employed by executives in getting 
results. These, of course, origir 
the periodical conference sow 
know what plans and method 
force their manipulation I leave 
concerned. This freedom en 
confidence and initiative, two 
forces to develop a man’ s in € 
happiness in his job. k 


These Reports Check Costly Error 
of Judgment 

Naturally, with this kind of freedom __ 
and even with the best will in the world, _ 
costly errors of judgment may arise. To o 
prevent this it is a rule of our concern __ 
that no major alteration or expenditure _ 
(even if the’latter is within the budget 
limit) is made by a department head _ 
before he has talked the matter over ee 
with me. ee 
If an executive wants to undertake a 
major operation he dictates a rough _ 
resumé of it, together with a fairly _ 
accurate estimate of the costs involved _ 
and saving or revenue expected. He _ 










and we have a friendly talk about it. 













tinued on page a 






. MANAGEMENT - CONTROL - POLICY 
e. r 


By CONSTRUCTI 


uring the last two years the London 
D & North Eastern Railway has put 

into effect economies amounting to 
seven and a quarter million pounds and 
in the same period spent huge sums in 
developing its services. 

The story of how this has been done 
is an almost perfect example of the way 
in which an old and staple industry 
with vast ramifications can bring itself 
up to date and, even in a time of de- 
pression, prepare itself for the return of 
better days. 

A great railway cannot “be controlled 
and adjusted with the ease of an ordi- 
nary business, nor even like a group of 
businesses. For, whether it be in con- 
nection with tourist travel at home, 
trade and communication with Europe, 
seaside excursion traffic, the export of 
coal, the product of the textile mill, the 
blast furnace and the steel works, the 
harvest of land and sea, the railway is 
called upon to play an important part 
in every branch of the industrial and 
social life of the vast area which it 
serves. 

It was thus not such an easy problem 
as some of the critics would suppose to 
pilot a vast undertaking such as the 
London & North Eastern Railway 
through the worst of the slump and at 
the same time carry on with the work 
of modernizing the industry. 


The L.N.E.R. adopted this 2-Way 
Development Scheme 

There were two methods of tackling 
this job. The first was to lie down and 
hope that the storm would blow over 
and leave things much as they were. 
The second was to adopt a policy of 
economic progressiveness. 

The London & North Eastern Rail- 
way chose the latter. They knew they 
must do what every wise business was 
doing, cut their costs scientifically and 
constructively and at the same time 
use every possible means to improve 
their product and create a bigger de- 
mand for it. 

Their procedure therefore, 
under two main heads: 


came 


1. The installation of new and im- 
proved methods and machinery to 
increase the efficiency and cut the 
costs of mechanically operating 
the railway; 

2. The creation of all-round ‘‘better 
railway travel’’ to induce more 
passengers to use the service. 


£7} 
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VE Economies... 
The L.N.E.R. SAVE 
MILLIONS and SELL 


‘BETTER RAILWAY TRAVEL’ 
By E. D. MARTELL 


From a Special Investigation 


The Railways, vast undertakings that 
they are, are no different from other 
businesses. They produce a product 
which they must sell. Under to-day’s 
keen conditions they must PRODUCE 
MORE ECONOMICALLY, they must 
PRODUCE A BETTER PRODUCT and 
they must SELL IT MORE INTEN- 
SIVELY. This article tells how one 
great Company is doing it. 


Both these heads include enormous 
ramifications. 

The executive body studied the 
whole situation with a view to deciding 
what action to take in both directions. 


In the first place considerable sums 
have been spent in replacing, wherever 
possible, the old hand-mechanical sys- 
tem of signalling with its many manual 
boxes by a new system of electrical 

Now, one man, with far less 

can control three times the 
length of track that could be worked 
by one man under the old system. 


Improved Mechanisation which 
also Cut Working Costs 


At one sweep this enabled many old 
signal boxes to be closed, their upkeep 
costs eliminated and many men released 
to be utilized elsewhere. As one ex- 
ample of economy under this head may 
be cited the instance at King’s Cross 
Station. Under the new system the 
whole of the vastly complicated and 
busy traffic at this point is now con- 
trolled from one central tower. Apart 
from this greatly improved and more 
economical control this all-electric de- 
velopment has enabled traffic to be con- 
siderably speeded up. 

Another important development 
which saves time and labour is the 
installation of improved coaling mech- 
anism at important points. This ar- 
rangement enables an engine to be 
coaled in three minutes and with a 
much less expenditure of energy than 
under the old system. 


Another progressive economy is the 
gradual substitution of steel sleepers for 
the old wooden ones. Steel sleepers last 
much longer and so cut down the cos 
of track maintenance. : 


Instead of ordinary locomotives, the 


London & North Eastern Railway are 
using, where possible, light Sentinel 
locos for shunting and on pick-up goods 
trains. These show a considerable 
economy in running expenses over their 
steam prototypes. 


In the goods yards themselves, in- 
stead of horse-drawn vans for moving 
goods, the ‘‘mechanical horse” is being 
put to use. This is a small motor- 
tractor which does the work of 4 horses 
at the cost of one horse. This makes 
a big economy in speeded-up work. 


It is now proposed to convert the 
Farringdon Street depot in London to 
mechanical traction. An order has been 
placed for 80 road motor units and 113 
carrier units to be employed in the col- 
lection and delivery services at Farring- 
don Street, to replace horse-drawn ve- 
hicles. The new vehicles will speed up 
the freight service and show a big sav- 
ing in costs. Incidentally they will re- 
duce street congestion. 

By reorganizing their repair works at 
Darlington, the Company have also 
been able to centralize repair work 
which was spread over other shops. 
This makes for work which is more 
efficient as well as more economical. 


These Diesel—Electric Locos show 
Big Economies 

Experiments are being made with a 
Diesel-electric 250 h.p. engine with a 
view to reducing the running costs of 
locomotives. This engine has been 
running in regular services for the last 
1z2 months. It can run with a trailer 
coach on the severest grades on the 
system, or with two trailer coaches on 
level routes. It thus makes a two or 
three coach train, capable of seating 
140-150 Or 220-240 passengers. The 
coach itself has accommodation for 60 
passengers, with a maximum speed of 
65 m.p.h. Another Diesel unit with 
which the L.N.E.R. have been experi- 
menting is the 40-ton six-coupled shunt- 
ing locomotive, which has a maximum 
tractive effort of 24,000 Ib. 


The cost per mile of these engines is 
substantially less than that of the ordi- 
nary steam locomotive, so that it is pos- 
sible that big new economies may be 
found in this direction during the next 
few years. 


Generally speaking, an increase of 
speed leads to a reduction of costs, as 
less labour is required and overheads 
are reduced. This is one of the reasons 





Tap de dieti ne specially re yedueed d night fares; 









comfortable carriages ; better restaurant services; new ‘observation’ : 
3 ‘unique sight-seeing trips; 
wireless, hairdressing, library and gramophone services on expresses y 
convenient link-ups with road services, etc. 






carse 


O armana man as anann maiman m ener weenn me 





special ‘caravan’ 





ee which h has led the L.N.E.R. to develop 
_ high-speed freight trains. Many trains 

of this description operated by stock 
fitted throughout with vacuum brakes, 
and at speeds approximating to those 
of express passenger services, are now 

a feature of the facilities provided by 
the railway. The 3.40 p.m. train from 
ing’s Gross goods station, to mention 
ne. example, which covers the journey 
| Glasgow i in 13 hours 35 minutes with 
average load of 50 wagons, is the 
-freight train in the world. 















rification is an obvious method 
ing costs and increasing effi- 
nd the London & North East- 
vay has complete plans ready 
lectrification of the whole of 
on suburban systems of the 
G.E. sections, including the 
as far as Welwyn. Two 
are ready, planned in every 
id these will be placed before 
London Passenger Transport 
uni ation as soon as it gets to work. 







































Services by linking with 
ad Transport 


m with and participation 
road transport by the 
f substantial interests in 
pal omnibus companies is one 
mpany’s biggest and most suc- 
cent developments. This move 
fact, show a saving of some- 
£100,000 per annum by per- 
1¢ withdrawal of unremunera- 
train services on branch lines, as 
ell as. effecting other useful forms of 
co-operation. 

A general speed-up of passenger ser- 
vices has been in progress for some 
time, serving the double purpose of cur- 
tailing costs and offering the public 
_ better travelling facilities. To permit 
_ this speed-up many improvements have 
| been made at considerable cost. 


How the Company is 
“sang More Railway Travel” 
: , Improvements to the Liverpool-street- 
: line and extensions to 
Quay, Harwich, have been 
omna at an estimated cost of over 











4 a iar 6 as, ‘Shenfield Junction is also in 
hand. This will. speed. up the opera- 










ih tb 





eae Sea to ‘widen: ‘twenty-on bridge 
ee and to reconstruct... Harold 











ie main Ane services. Sree 5 


Brentwood, and Shenfield stations, 
with new and lengthened platforms, 


The overhaul of rolling stock has also 
played a big part in this speed-up. A 
large number of older vehicles have 
been scrapped and are being replaced 
by stock of new construction. Among 
the new carriages there are trains 
specially designed for long-distance ex- 
cursion traffic, consisting of open, third- 
class saloons connected throughout by 


vestibules and with two buffet cars in - 


each train. Buffet cars are also being 
introduced in some of the ordinary 
trains in which fully-equipped dining- 
cars have not been required. 


These Improvements make 
Travellers more Comfortable 


This last instance is a good example 
of how deep the company is cutting in 
its determination to reduce expendi- 
ture. If there is no demand for a ser- 
vice, reduce it to the required level. 
If a service is not adequately meeting 
the demand, increase it until it does. 
An example of this policy is to be seen 
in the L.N.E.R.’s handling of their 
hotels. They were not really as up to 
date as they should be, and because of 
this were not producing the results to 
be expected of them. It was decided 
to modernize them, so, during the last 
year or two many improvements have 
been made to most of the 23 hotels 
owned and managed by the company. 
The principal alteration has been the 
installation of hot and cold running 
water and gas or electric fires in bed- 
rooms, and numerous additional bath- 
rooms and private suites have also been 
provided. A general improvement in 
lighting has been effected, and in some 
cases facilities for dancing have been 
added. The result is that they now 
rival the best of other hotels and are 
growing in popularity with the public. 


With an improved and modernized 
service the job of selling more travel 
was obviously simplified, but for an old 
and traditionally conservative under- 
taking such as a railway is usually 
reputed to be, the L.N.E.R. has shown 
much ingenuity in devising new 
methods of attracting the public’s 
patronage. Their 
policy of 








-ing the full fare. 
saloons ; ;  L.N.E.R., in conjunction with | 


London, Midland & Scottish, announced - 


_ attractive and comfortable. 


Summer Tickets 
“Any Train—Any Day—. 
Anywhere —~ For Every body — p -Return 


~ than of dr 
ing- a, ie up tha les 2 





ig oft passengers paying z hal 
re than a train only a third 
On this principl 












a 50 per cent reduction in existing jares 
on selected night expresses from London 
to various places in Lancashire, York- 
shire, Durham, and Northumberland, a _ 
few months ago. Even compared with 
pre-war rates the travelling public thus _ 
save as much as ris. 3d. on some | 
journeys. oe 
But not only are rates reduced. as 
with these night trains and with boli- 
day and excursion tickets, but the | 
trains themselves are in every way more _ 
Hairdress- _ 
ing saloons, ladies’ retiring rooms, bars, — 
and wireless lounges are. among the — 
amenities provided, and economy he 
not been allowed to interfere with 
passengers’ every want being well p 
vided for. 


A big effort is being mad 
popularize th® railway for holiday 
poses. The L.N.E.R. want 
something more than just convey 
to your holiday resort and take 
back again at the end of a 
It is now ready to pee 
holiday for you. 2o 


Completely New Angle 
Appeal to the Travelle 


Observation outings ar 
innovation, taking people fe 
trips along interesting routes 
ping for short periods for meal 
places of interest. : 
also to be tried out. i 
special train consisting entirely 
class carriages equipped for ł 
and night travel, and it will ma 
2,000 miles cruise of some of 
finest scenery in England and 
land. A smoking-room, writing-r 
ladies’ room, shower-baths, hairdressin 
saloon, and ladies’ retiring-room will b 
provided on the train, which will be _ 
composed of separate day and night 
sections. The inclusive charge for me — 
cruise will be £20. a 

Arrangements are also in hand to pat < 
a new type of coach on the line, com- | 
plete with dining-room, kitchen, bed- _ 
room and bathroom. It will be possible | 
to hire these coaches by the week or | 
the month; in fact, as long as desired, _ 
the same as one would hire a yacht. 
The users can travel about as hoy 
wish, merely asking the company to 
move them to a fresh spot when the 
are ready. 

The story of the L.N.E.R.’s.  tackdin 
of modern problems is, in fact, mor 
story . ot a enterprise and. „develop 










































‘MANAGEMENT - CONTROL - POLICY 


Full details of any account that closes are 
ordered by one managing director to be 
immediately put before him. The ‘‘deaths’’ 
are now barely a quarter of what they 
were before this rule was instituted. 


+ 


A Filing Card, 5 by 3 inches, with full 
details of its title, address, phone num- 
bers, manufactures is sent by an enterpris- 
ing firm to all new business accounts it 


opens. 
+ 


“Whenever we engage a new employee 
a senior member of the staff devotes three 
whole days to showing him over the organ- 
ization and explaining everything. His 
greater interest and quicker settling down 
results,’’ says the managing director of an 
export house. 
+ 


A “Chart of responsibility’ kept under 
the glass top of his desk enables a director 
of a large concern instantly to locate the 
name and department of the executive or 
employee actually responsible for any 
item of the firm’s work. 
+ 
“Enquiries receive the personal atten- 
tion of the Governing Director’ is the in- 
formation printed on the back of a reply 
envelope issued by a firm in connection 
with a special offer. 
+ 

The fact that thousands of married 
women were formerly typists is being 
turned to account by a typewriter com- 
pany for the sale of their portable mach- 
ines. This firm sold over three hundred 
machines by direct house-to-house can- 
vass in the first three weeks of a campaign. 


+ 
A professional crank is employed by a 
chain of leading hotels to ensure that its 
service is always up to scratch. This man 
travels from hotel to hotel as an ordinary 
visitor, making notes of the service he 
receives at each place and testing the 
courtesy and efficiency of the staffs. He 
goes out of his way to set difficult prob- 
lems and to make himself something of 
a “‘nuisance’’ as a test of the courtesy of 
those who have to serve him. The hotel 
staffs know that this professional crank 
visits each hotel, but they have no idea 
of his identity, which is an added incen- 
- tive for them to be always on their best 
` behaviour. 
+ 
“Last Mail In” is the notice put up in 
the order department of one large ee 





thus enabling the order clerks to close 
their books for the day. 


+ 


Special Brackets measuring 18 inches 
square and attached by hinges are fixed to 
the desks of every executive in one well- 
known company. These are put up for 
the use of shorthand-typists when they 
come in to take dictation. They ensure 
the shorthand writer plenty of room and 
convenience and avoid taking up space on 
the executive’s desk. When not in use 
the brackets are let down. 


+ 


A Follow-up index is used by the chief 
accountant of a wholesale house to enable 
him to see that all payments are made in 
time to obtain full discounts. As each 
invoice comes in, particulars as to time 
for payment are entered on a card. Each 
card is slipped into a ‘‘tickler’’ to come 
up on its appropriate day. This tickler 
stands on the executive's desk, right to 
his hand. 
+ 


A considerable saving on overseas mail 
costs is made by a firm which sends only 
carbon copies of its letters on extremely 
thin paper by air mail, allowing the 
original letter to follow by ordinary post. 
This is also an additional safeguard against 
the letter going astray. 

+ 
By allowing only one telephone to rooms 
connected by sliding communication panels 


a Midland firm has considerably decreased 
its telephone rental charges. 








WE OURSELVES watch 
closely the material as it 
comes in for publication 
on this page. We have 
already, with excellent 
effect, put into practice 
two ideas from last month’s 
issue.—Editor. 
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for the 


Busy Man 


A big saving in time has béen intro- 
duced by a general manager who in- 
structed everyone using the telephone to 
flash once if they required to be put 
straight through to the exchange, twice if 
they wished to make an internal call, and 
three times if they required a messenger 
sent to them. This not only saved the 
time of those telephoning but allowed one 
of the girls on the switchboard to be util- 
ized for other work. 
+ 


By offering to sharpen knives free of 
charge a cutlery dealer has found many 
new customers. This scheme brings them 
to his shop regularly, and if they require 
anything in his line he invariably gets the 
order. 

+ 


A Scottish store cleans all the coins 
it hands out as change. This little service 
is particularly liked by women customers. 
+ E 
A red slip, marked ‘‘urgent’’, pasted 
on the top of letters which require imme- 
diate attention has speeded up the work 
of one-executive who depends upon quick 
replies for the success of his department. 


+ 


Pink ~ slips the size and colour of tele- 
grams, are used by one firm when it wishes 
to gain the special attention of a cus- 
tomer. 
Ba + 
By holding the hand over tbe mouth- 
piece of the telephone when there is noise 
such as the clatter of typewriters going 
on around, it will be found that it is much 
easier to hear what the person you are 
speaking to is saying. A tip fom a 
reader of BUSINESS. 

+ 


Blackboards, so large that they cannot 
help being seen, are used in one firm's 
order department for general instructions. 
They also do away with crowding round 
the notice-board at the beginning of the 
day. 

+ 


The use of small transparent envelopes 
for sending clippings through the post 
minimizes the chance of their being mis- 
laid. 


+ 


A restaurant in a south-coast town has 
built up a big children’s clientele by fur- 
nishing a room with miniature chairs and 
tables, which is greatly to the liking of 
the children in the area. 





7 Go Ahead with 
Confidence 
_ [yritish trade and business conditions 
FY continue on the upward grade, and 
the world outlook is more favour- 
able than it has been for many months. 
- Business men can proceed with their 
-> intensive efforts and plans for extension 
- with every confidence that general con- 
>o — ditions will not set them back. 
Some of the over-cautious are still 
saying that we must await the outcome 
of the Economic Conference and even 
the Disarmament Conference. But such 
precautions are unnecessary for the 
_ British business man. Great Britain 
- and the Empire have less to lose from 
the possible failure or inconsequence of 
the Economic Conference or the Dis- 
mament Conference than any other 
ertain other industrial nations 
ire a favourable outcome of 
Conference in order that 
tart their upward trend. 
if this Conference fails, busi- 
inthe British Isles and the 
ill. proceed on its present up- 
e with very little check. 
trade would, of course, receive a 
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world development, but the point is 
that British business does not need to 
depend on the Economic Conference 
for a continuance of its present progess. 
Anyway, not too much should be ex- 
pected from the Conference. It will not 
perform miracles; at best it may hasten 
the next step forward in this slow ,re- 
vival which is now afoot. 

So let us not be tempted to hesitate 
in our business developments awaiting 
the Economic Conference. The corner, 
so far as we are concerned, has been 
turned. Now is the time to go ahead. 
Many a business that waits will look 
back on this period as a lost oppor- 
tunity. 











4 Vital Improvements 

simultaneously 

O n four ‘major points April has 
shown the most marked improve- 

ment. 


Here is the Situation this Month 
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tion from January to March there has _ 
“been an increase in April. Bercy: 


There has been 
a certain amount of activity 
on the Stock Exchange this 
month and every new issue 
has been readily over-sub- 
Otherwise there is 
Retail trade 


Commodity prices for the first time — 
for many years have increased steadily. . 
every week for two months—7 points- 
above the lowest March figure. ie BS 

For the first time in several years 
retail sales in April were virtually equal _ 
to the same month a year ago. AH 
lines except food, piece goods* furniture _ 
and some miscellaneous, showed. larger _ 
sales than a year ago. ee 

Unemployment decreased in April | 
again, for the fourth successive — 
month. We pointed out a month | 
ago that the April unemployment — 
figure would be the most critical one... 
to watch, as in past years after a reduc- _ 
















As to production, figures are. 01 
available quarterly, but with th 
crease in employment and in’ p 
there can be no doubt that produc 
is also increasing. ae 
On these four vital points: 
commodity prices, retail sa 
ployment, production—the past m 
is the first period in years that 
shown improvement on all of the 
And perhaps most important of 
the business community has 
the point of confidence. The 


































SOUTH WALES: Six h 
ing ports show a wel 
improvement in ret 
The anthracite. trad 
particularly busy. at 
moment, chiefly to. meet. 
Canadian demands. How — 
greatly things have = ime 


















EASTERN AND SOUTH- 
EASTERN DISTRICT: The 
agricultural outlook is no 
better than before and de- 
pression is still rife through- 


out the district. General 
trade is bad. 
MIDLAND DISTRICT: 


There is a decided improve- 
ment in steel and engineer- 
ing generally. The electrical 
trade is fairly active, and 
the demand for cars and 
motor-cycles remains brisk. 
Leather is no better, but 
boots and shoes have main- 
tained their improvement. 


WEST AND SOUTH- 
WEST DISTRICTS: A 
distinct 
occurred 







timber is maintained. The d 


proved in the coal industry 
can be judged from the fact 
that several new pits are to. 
be sunk. In the iron, steel 
and shipping industries | 
business is still slow, fang 
NORTHERN DISTRICT: . 
The cotton industry is quiet, _ 
but prices have advanced _ 
slightly. The freight market _ 
remains depressed,’ while | 
engineering and piece goods 
show no improvement as . 
yet. There has, however, _ 
been a steady improvement | 
in the timber trade, and the © 
demand for chemicals con- 
tinues brisk. General trade 
remains. depressed. eee, 
NORTH - EASTERN DIS- 
TRICT: The coal market is — 


enerally are quie 
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MANAGEMENT - CONTROL - POLICY 


‘Exchange also has shown steady up- 


ward trend for 8 weeks, not only in 
Britain but in other countries, Every- 
where business men are saying: ‘‘Busi- 


ness is better—-we are experiencing 
' more business activity.” 


Where Employment 

ts Better 

Te unemployment figure for April 
has actually decreased by over 

78,000 and is now only 45,000 more 


than it was a year ago, while the num- ' 


ber of employed persons in actually 
greater than a year ago by 92,000. 
This is a sure indication that trade 
is on the mend. Unemployment has 
decreased from 2,903,000 to under 
2,700,000 in the course of four months. 
The improvement in employment is 
chiefy in building, public works, con- 
tracting, general engineering, shipbuild- 
ing, tailoring and the distributive indus- 
tries; also, road transport, hotel and 
boarding-house services. There are 
slight setbacks in cotton and hosiery, 
coal, iron and steel, and boot and shoe 
industries, but even here the rate of 
increased unemployment grows less. 


Industry's Own Effort 
To Serve Unemployment 
| Jacmployment, in fact, is being 
attacked from all sides. General 
interest is being manifested, for ex- 
ample, in an important experiment 
being made by miners at Blaenavon, 
whereby 2,400 men have arranged 
among themselves to share the work 
previously done by 1,600. The scheme 
is not only one to provide direct work 
for the unemployed, but it is computed 
that under present conditions it will 
mean eight months’ work out of twelve 
for all miners in the area, and that no 
miners at Blaenavon will be in receipt 
of transitional benefits under the un- 
employment scheme, and also that none 
of them will have the dole stopped 
through lengthy unemployment. 

This experiment, and the ever-grow- 
ing interest in the five-day week, em- 
phasize that determined steps are being 
made by industry itself to decrease the 
unproductive army of the unemployed 
and so increase confidence and the gene- 
ral ability to buy. 


Import and Export 
Situations Good 

n overseas trade decreases are re- 

corded for both imports and exports, 
compared with March and with April 
last year; but this is not the true pic- 
tore. When allowance is made for the 
five Sundays and the Easter holidays in 
April, on a daily average basis there 
was virtually no decrease in exports. 

A welcome sign is the increase in our 
imports of raw materials.. This is the 
outcome of improved confidence and in- 
creased output by manufacturers. 


More Orders for 
Engineers, Coal, Films 


Ax there are many other signs. 


Especially significant to business 
prospects in Great Britain, and even 
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abroad, is the fact that engineering BUSINESS Indices— 


orders are increasing: this means more 
machinery used for productive and 
transport purposes, which in tum 
means more employment. Engineer- 
ing firms and motor manufacturers are 
all reporting increased orders, not only 
from at home but from abroad. The 
motor industry is settling down to what 
should be the biggest season in its his- 
tory. April sales, both export and im- 
port, set up new records. And a cycle 
company has actually opened a school 
for training young people taken from 
the Labour Exchanges, so insistent is 
the home and export demand for more 
bicycles. 

The coal situation is considerably 
brighter. Internal consumption is more 
than holding its own; export orders are 
increasing; and, once the new trade 
agreements get under way, there should 
be a big jump in employment in the 
mining industry. , 

British films have broken into the 
American market with remarkable suc- 
cess. A new {500,000 arrangement has 
recently been announced whereby Brit- 
ish films are to be distributed by United 
Artists in the States. Over 50 British 
films are already being shown in Amer- 
ica at a single time—a thing which has 
never happened before. 


Bigger Profits Scout 
1932's Gloom 
D uring the last month or two many 
more well-known concerns have 
reported increased earnings for the past 
year than in the same period for years. 
Imperial Chemicals, Dunlop, Marks & 
Spencer, Continental Gas, Lever Bros., 
J. & P. Coats—all reported increases 
within the same 48 hours. And this in 
face of the fact that 1932 is pointed out 
as being the worst year on record! 

Was it really so bad? Our trade bal- 
ance improved out of all knowledge, ex- 
ports nearly maintained their level, un- 
employment increased by only 69,000 
in 1932 (and has since decreased), 
against an increase of 376,090 the pre- 
vious year and 423,000 the year before. 
In nearly every trade the rate of in- 
crease was diminished. 

Undoubtedly many concerns did well 
in 1932, but in spite of these better 
results too many Chairmen still talk 
about the “‘severe times we are going 
through’’; that the ‘‘outlook is by no 
means encouraging’; ‘‘we must con- 
serve our resources’, etc. Isn’t this 
one very major reason why we are NOT 
going ahead more quickly? 

Empire, Too, 
On the Upgrade 
T Broughout the British Empire a 
similar improvement is registered. 
Australia has made rapid strokes, espe- 
cially in its external trade position. In 
January the favourable balance and 
total trade was just under £16,000,000. 
By the end of February it had reached 
the substantial sum of {26,000,000 and 
increased by over {10,000,000 in one 
month. imi figures for March 
indicate that imports will be only 
slightly, and exports considerably, 


‘Steady Improvement’ 
COMMODITY PRICES 
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above those for the previous month, 
actually showing a gain of 18 per cent 
over the same month last year. 

Canada, too, is definitely on the up- 
grade. Recent developments have in- 
creased public confidence in the econo- 
mic situation. Unemployment is drop- 
ping rapidly through increased building 
and construction operations. Commod- 
ity prices are gradually rising, and 
many factories in different parts of 
Canada are resuming normal opera- 
tions. South Africa has a like tale of 
progress to report, and the return of 
the new National Government illus- 
trates how steady the country as a 
whole is. India is progressing favour- 
ably, and general trade is improving 
there. 


Foreign Posttton 
Still Lacks Balance 


Anan outside the British Empire, 
definite improvement is still lack- 
Ing 


In America commodity prices, stock 
exchange values, and certain lines of 
production, such as steel, have been 
rising. But these rises are so involved 
with the depreciation of the dollar, arti- 
ficial speculation in forward buying, 
that it cannot yet be stated they are 
due to real improvement in business. 

America is more unsettled than ever 
before. Its present business conditions 
and economic policy are governed en- 
tirely by political considerations or 
policy. Whatever stimulating effect it 
may have internally for the moment, 
this policy is not going to enable Amer- 
ica to help forward world conditions be- 
cause it is not going to increase her 
exports. It will rather make her more 
dangerously competitive in exports, for, 
whatever length of time her inflationary 
policy may keep up commodity prices 
and security prices, we know from 
bitter experience on the Continent that 
a compensating fall is bound to follow. 

Germany shows little improvement: 
foreign trade for April was down; gene- 
ral industrial production was down; a 
threatened transfer moratorium on com- 
mercial foreign debts is bad for her 
credit and international trade; the poli- 
tical situation is still unsettling; and the 
reported decrease of unemployment of 
83,000 would not seem to be a refiec- 
tion of her actual situation. France has 
still to balance her budget and to check 
her decrease in exports. In Europe 
generally no indications of actual trade 
advance have appeared. 


Creative, Progressive 
Reorganization ts Afoot 
R eorganization, and therefore develop- 
ment, is in the air. A national com- 
mittee of the iron and steel industry has 
drawn up a scheme for the reorganization 
of the industry. Its chief features are the 
creation of an iron and steel corporation 
of Great Britain to act on be of the 
industry; to provide secretarial services; 
central purchasing; common marketing 
and research; to assist in promoting amal- 
gamations and preventing unnecessary 
duphcation of plant, and especially to 
help promote export trade. 


The scheme also calls for the creation 
of eleven production associations repre- 
senting the different sections of the in- 
dustry and four regional committees to 
exercise powers delegated to them by the 
corporation. These committees would 
direct towards securing the progressive 
concentration of production in the more 
efficient plants and to the promotion of 
export trade. Working funds for the 
scheme would be provided by a levy. 
The scheme will have to be accepted by 
the bulk of the industry, but if it is not 
generally acceptable it 1s possible that 
statutory powers will be sought in bring- 
ing it into force. 
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Complete reorganization of the fishing 
industry 13 also being discussed whereby 
the limiting of the mesh used by British 
vessels will facilitate the escape of under- 
sized fish, thus contributing to the more 
economic development of fishing grounds. 
The Government also propose to prohibit 
the landing of fish below a certain size 
from British or foreign vessels. A Com- 
mission is to be set up to draft proposals 
for reorganization to laid before, and 
considered by, the ındustry The re- 
cent agreements concluded with Norway, 


Sweden, Denmark, Germany and Iceland ~ 


provide for a reduction of ro per cent on 
the average fish imports from these coun- 
tries for the past three years. 
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THE Broapern View 


By ROBERT R. UPDEGRAFF 


Priced to the Public’s 


Purse 


One of the major problems in mar- 
keting is to determine in what quality 


a product will sell best; or, to express, 


it another way, what price people are 
willing to pay for any particular article 
or product. In the days before the 
Industrial Revolution this was simple 
enough, for the customer either took 
what he could get, or ordered his mer- 
chandise from a skilled artisan who 
would make it according to his specifi- 
cations. 


But to-day, with producers offering 
the customer a wide range of variety, 
this problem often must be solved by 
a combination of native shrewdness, 
guesswork, and the sales records of the 
past year. All too often the results 
show that our judgment based on these 
factors was not as good as ıt might have 
been. Our merchandise is not priced to 
the public’s purse. 

I am much interested to learn that a 
large retail establishment recently went 
directly to its customers, asking what 
prices they are willing to pay for cer- 
tain items. One rather surprising result 
developed by this obvious approach 
was the clear indication that people 
want wearing apparel in very low- 
price ranges, but when it comes to fur- 
niture and other equipment for the 
home they prefer a quality that is con- 
siderably higher, and are willing to pay 
more in order to obtain it. 


Many a retail business could learn 
much about pricing his lines to the 
public purse by consulting the ultimate 
consumer, either directly or through 
the post. 


~~ 


A. Letter to a 
Radical 


Following is a portion of a letter 
written by a man of affairs to a young 
man of radical propensities, whose pen 
is inclined to be a bit vitriolic: 

“My young friend, 

“Perhaps you are one of the 


younger men who are going to frame 
a better future for our country, with 
your provocative writing. Anyway, 
don’t give up trymg. But make 
what you write short and, if possible, 
as constructive as it is destructive. 
The business world is to-day more 
open to new ideas than it has ever 
been. It has become hardened to the 
sight of traditional methods and prac- 
tices crashing to the ground. But 
there is no particular virtue in pulling 
things down unless at the same time 
you can suggest at least a line of 
thought toward a better plan or 
policy. Being destructive or clear- 
sighted is not enough: one must be 
constructive too. Do all the destruc- 
tive or critical thinking. you want; 
then turn around and try some con- 
structive thinking to balance it. 


“This is the time when the new 
leaders are being born. They must 
be clear-sighted enough to see the 
faults of the past and constructive 
enough to help to plot a better 
course.’’ 


This letter might be addressed to 
those young men in business who are 
always critical of the way things are 
done by the management but who 
never seem to suggest a better way. 


> 


Why Ace? 

Many times you cannot tell a big cus- 
tomer, a partner, or a business associate 
that he is wrong, even though you 
know that his opinion is not based on 
all the factors, or that he is giving un- 
due weight to some insignificant angle 
of the problem. The next time a situ- 
ation like this arises, try asking a few 
fundamental questions—questions that 
go right to the root of the troublesome 
factor. In answering them, your oppo- 
nent will often find it necessary to re- 
vise some of his erroneous deductions. 


Asking intelligent questions is one of 
the best and most reasonable of tech- 
niques, and it has been ever since the 
days of Socrates. 
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The LEVEL and TREND of District Sales 


SELLING ACTIVITIES 


govern our 





by HUGH WEEKS, M.A., of Cadbury Bros., Bournville 


he organization of statistics by 

which we are kept continuously 

informed of the movements of sales 
both for the whole country and in 
different divisions has already been 
described. 


This information, however, is only of 
use if we can take the right action as a 
result of its examination. What we 
should like would be to’be able to state 
a theoretically satisfactory sales posi- 
tion for every part of the country and 
for each of our main lines. When actual 
sales departed from the theoretical 
trend or were seriously below the 
theoretical level, then we should have 
to take specific action to correct the 
position disclosed. 

But it is almost impossible to calcu- 
late with any degree of satisfaction such 
theoretical figures, but we can get a 
number of indications of the way in 
which such figures ought to be moving. 
This article describes some of these 
indications. 


In the first place we must have a 
standard for our total sales. We have 
carried out a number of market 
researches which have enabled us to be 
fairly definite about the proportion of 
trade which we hold in each of the 
main sections of our price-list. These 
researches include direct inquiries to 
dealers, either by our travellers or 
through investigators, the examination 
of certain customers’ invoices, and 
observation of sales in a large number 
of retail shops. 


From These Indices we Calculate 
Prosperity Trends 


We know our position in the whole 
industry with some exactness in the last 
Census of Production year, 1930, and 
we know how our position has changed 
since 1924. For indications of how our 
trend of sales compares with sales in 
the whole industry between the Censuses 
of Production, or between the large 


scale market inquiries, we are depen- 
dent upon a private return by a number 
of leading manufacturers in the industry 
and upon the sales indication which is 
given by the consumption of raw cocoa 
bean. 

Differing quantities of the cocoa bean 
are used in all our products, but unfor- 
tunately a small increase in the pro- 
duction of cocoa powder would com- 
pletely obscure a large decrease in con- 
sumption in some form of chocolate 
confectionery. We know the number 
of persons employed in the industry, 





Chocolate is a luxury, not a prime 
necessity of life. The sales of 
chocolate therefore depend almost 
entirely upon the sale of the buy- 
ing public’s prosperity. From the 
statistics described here Cadbury's 
gauge the STATE of PROSPERITY 
district by district, and so get a 
reliable guide as to where and 
how to REGULATE SELLING 
PRESSURE 


This is the third article of a series des- 
cribing HOW Cadbury's use Sales 
Statistics. The preceding article, 
explaining how Sales Area statistics 
were obtained and used, appeared in 
BUSINESS for April. Inthe March issue 
the article dealt with the various kinds 
of Market Research used and how they 
were interpreted for action. 
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and at times fluctuations in employ- 
ment, especially seasonal fluctuations, 
are an indication of how the rest of the 
industry is doing. 

In the export part of our business we 
are in Many ways more aware of our 
competitive position, since official 
statistics are more quickly available and 
much more comprehensive. 

There are a number of genera! indices 
of national prosperity—indices of pro- 
duction, of wages, financial indicators 
and the like, whose main use is in 
general business forecasting of future 


prospects. 


How We Use Unemployment 
Figures as a Guide 


There is always a certain amount of 
selling effort which can be allocated to 
various parts of the country as occasion 
seems to demand, and the information 
which is perhaps of most importance to 
us is that which suggests which parts 
of the country would be most receptive 
to additional sales pressure. The 
problem can be divided into two parts. 
We are concerned with the level of sales 
and the trend of sales. We can press 
either in a district where our level of 
sales is low in relation to the general 
level, or in a district where the trend 
is not so good as the national trend, but 
such levels and trends must be depen- 
dent upon the amount of money avail- 
able for spending on chocolate, which 
is likely to be a function of general 
prosperity. 

Chocolate is not a necessity of life. 
When the prime necessities have been 
bought then chocolate is one of the 
items which compete for the margin of 
income over and above the subsistence 
figure. 

The most generally used indication 
of differences in local prosperity is the 
percentage of unemployment. The 
Ministry of Labour issues a subscription 
service (3 guineas a year) which is the 


! | he a of 
persons (men, women and children 
separately) unemployed at a date round 

about the 25th of the preceding month 
- in each county and in the larger towns 
of Britain. The number of persons on 

- .. the register is corrected yearly. We 

have to re-group these figures to get 

E comparable ‘percentages of unemployed 

ee in our main administrative areas. 





es The work of recalculation is laborious 
E and tiresome, since the final unemploy- 
ee ment percentage is a weighted and not 
=~ — a simple average of the percentages for 
es ach of the towns in the area. Varia- 
ions in unemployment are seasonal, 
sonality differs in different parts of 
the country, and since our sales records 
e seasonally corrected the unemploy- 
nent figures must be similarly treated. 
We do it in the same way by calculat- 
twelve months’ “moving total series. 








































mployment returns primarily 
ect only the variations in purchasing 
er of the working classes, and ignore 
cidence of short time. Investiga- 
ws that there is a fairly close 
ion between the increases in 
ment and increases in short 
‘he unemployment index is 
ea fairly satisfactory index for 
me also. The earnings of the 

eper and salaried classes are 
ways likely to rise or fall in ‘sympathy 
th the amount of employment in any 
ular district. As unemployment 
ses the volume of retail trade is 

o diminish. 

















Bank Gisaringi Reveal 
changes in Conditions 


ployment figures have the 
ge that they are the only com- 
k statistics for every part of the 
t , but it is generally possible to 
pplement them with other prosperity 
indicators. : 





ee Every week the ‘‘Economist’’ publishes 
_ figures which show the bank clearings 
_ for the preceding week and the preced- 
ing month, and for the same periods 
| in the preceding year, for all the pro- 

oe vincial- clearing houses :—Birmingham, 
_.. Bradford, Bristol, Dublin, Hull, Leeds, 
_ Leicester, Liverpool, Manchester, New- 
es castle, Nottingham, Sheffield. 


ee : ‘Bank c learing figures are the total 
oe value: of cheques cleared between 
es ‘different banks in each particular area. 
POR EP Ee They are therefore only a portion of 
the total cheque payments passing 
ee en through banks in the district, but the 
proportion they bear to the total is 

-= fairly constant, so that movements of 

the clearing house totals will show 
whether there has been a change in 





trict. 





have a different seasonality fron 


general activity in the surrounding dis- 








‘Studies are ‘being made to 4 


“moving totals. The 


is laborious, but it takes very rli tle time 
to keep records up-to-date. . 

The remaining information of general 
prosperity is rather fragmentary. Every 
month the ‘‘Board of Trade Journal” 
{see especially issue of April 27th, 1933. 
—-Ed.] publishes figures which show 
certain percentage changes in retail 
sales. These figures are supplied through 





oe 


interest irom our point of vie 
they are published for f 









geographical divisions: (a) Sco " 
(b) North—England and Wales North 
of Rivers Severn and Trent. (c) South 
—rest of England excluding London. 
(d) London, Central and West End. © 
London, Suburban. 


(Continued on page 53) 


How SCIENCE is helping to 


MEET CUSTOMERS’ NEED 


Constantly changing and increasing 
needs on the part of buyers, their demand 
for new and better products in which they 
expect greater and still greater value for 
money are circumstances which continue 
to set a hot pace for the manufacturer. 


Every progressive manufacturer is using 
all his available means of research to meet 
these exacting and competitive conditions. 
There are, however, many spheres of 
experiment and research which are too 
elaborate, intricate or expensive for the 
individual manufacturer to undertake. It 
is here that the National Physical 
Laboratory is providing an invaluable 
service. For example, the following are 
a few of the fields of industry which the 
laboratory is investigating. Can you take 
advantage of these services? ? Can you use 
them to improve your business? 


ea 


Controls Humidity—A new electrical 
device is being designed which will enable 
the control of artificial and natural 
humidity in the atmosphere required by 
some industries to be maintained better 
than by the present wet and dry bulb 
system. 
ie- 


Drying Processes—Guiding statistics are 
being obtained in regard to the evapora- 
tion of liquids. This concerns all firms 
using any kind of drying process. 


> 


Gives Cylinder Temperatures——A thermo- 


couple is being perfected which will indi- 


cate to the pilot of an aeroplane in flight 
the cylinder temperature of his engines. 
This will introduce a new safety factor. 


e 


To Eliminate Noise—The slant of walls 
and ceilings in office, factory and other 
buildings is being studied so that noise 
can be reduced. New sound-absorbing 
materials for walls, floors, partitions and 
hangings are also being produced to 
eliminate noise. 
pr 


Tests Hardness of Metal Coatings—An 
apparatus has been developed which will 
test the hardness of very thin coatings of 
metal such as chromium plate. It will 
test the hardness of a coating as thin as 
1-2,500th of an inch. 


e 


Neducss ` Machinery pene 


failure during continuous use. > 


This hardness of 
_- electro-deposited metals it has not hitherto- 7 
= been POSNE to test. 
=o Clearing house totals and unemploy- = | 

¿> = ment figures are both seasonal, and both 5 


<- experiments which aim to assist i 
by cutting costs and improving efficiency 
are. published. in the 1932 Report of th 











lubrication of moving metal parts.” as aa 
machinery, to reduce wear and w% t 
down replacement costs of pont a 



























~~ 


Improves Driving Belts—The ac 
a belt driving a pulley may appear - 
so simple as to offer no scope for rese: 
but it is in fact very complicated 
belt creeps on the surface of th 
at a rate which increases steadily. 
belt passes from the slack to the tig! 
The increase in the rate of creep: is. 
panied by an increase in. the. 
frictional force available. for ti at 
pulley. Research is being ‘made 
informative data governing the 
power transmission by belts so tt 
efficiency of machinery can be. inc 


"e 


Prevents Chain Breakages—A sim 3 
treatment of chains to p 


gear is being tried. 


<- 


Why Metals Fail-—Tests to. 
conditions of stress which cause 
fail through crystallization atig 
being carried out. 
> 





Substitute. for séliahing Stent “st rface: 
of materials such as motor-car and. railwa y 
suspension springs and unmachined high 
tensile steel forgings are low in carbon 
content, and because of this they have 
much less resistance to repeated loadings 
than if they were machined and polishéd. 
But machining and polishing is laborious 
and expensive. Experiments ‘are. being 
made with a light, carbonizing. treatment 
to give increased resistance without the 
machining and polishing. up 
Cuts Builders’ Costs—To reduce the cost 
of buildings of all kinds a process ol 


electric welding instead of riveting the 
steel framework is being produced. 


- 


Stronger Metal Panels—Acroplane, motor 


car and other manufacturers are makini 


increasing use of thin metal panels to carry 
part of applied loads. The behaviour o: 
such panels under load is being studied t 
prevent buckling of unsupported p 

The full reports of these and man 









tional. ‘Physical Laboratory, obtainabl 
now from. H.M. a Ofico, I i 
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This SERVICE CARTON is 





It helps the user——and it sells more oil 
SSS 





his is an excellent example of a new 

service to the user designed by a 

manufacturer to sell more of his pro- 
duct. It is essentially a service created 
to meet a new need. 


Motoring is practically universal. All 
motorists need oil. But oil is one of the 
products for his car which the average 
motorist knows little about, technically 
speaking. 

‘Though there are many specially 
branded oils on the market, the aver- 
age motorist, therefore, is not suff- 
ciently well versed, or interested as a 
Tule, in the distinctive qualities of each 
to ask for any particular brand of oil 
when purchasing. 


. This, of course, is not a desirable 
state of affairs for makers of oils who 
put out and advertise specially named 
brands. The motorist is wanted to 
become convinced that the particular 
brand of oil made for his car is the best 
oil for that car, and he is wanted to ask 
for that brand of oil every time he pur- 
chases. 


The oil manufacturer wants more 
users and, what is more important, con- 
sistent users. 


To help to bring this about the 
Vacuum Oil Company designed the 
service carton shown here. 


A special carton, containing the 
appropriate oils, is made up for about 
twenty different makes of popular cars. 


When a customer buys a car he is 
persuaded by the agent to take a ser- 
vice carton of vacuum oil put up speci- 
ally for the particular car. The buyer, 
being thus made acquainted in the first 
place with the proper oil to use, will, 
in ninety-nine per cent of cases go on 
buying that oil so long as he has the 
car. : 


That, of course, is good for the manu- 
facturer. He gains a regular customer. 


But there are big advantages which 
the motorist himself gains by thus pur- 
chasing the carton. 


First, he is saved all trouble and 
doubt about the oil he should use. If 
it were only a matter of filling the 
engine sump with one kind of oil, the 
motorist perhaps would not be so hazy 
as to what his car requires. But gear- 
box, back-axle, springs and lighter 
moving parts all need their own type 
of lubricant if the best results are to be 
obtained and wear and tear reduced to 
a minimum. 


The service carton sets all this out 
for him on a large chart (shown in the 
illustration) and provides a container 
of oil for each particular use. More, 
the carton provides an oil syringe, 
filler-can and dusters—everything, in 
fact, to make the operation easy and 
clean. 


Finally, but by no means least, the 
motorist gains by reduced costs of re- 

irs and renewals to his car. Correct 
lubrication of every part ensures this. 


Thus the Vacuum Company has 
created a very powerful ‘‘sales in- 
ducer”. They assist the motorist by 
telling him what oil to use and where 
to use it. They make it easy for him 
to get the right oil and they make it 
easy for him to apply it. They reduce 
his costs of repairs. 


As manufacturers the company gains 
by making car users and car buyers 
start by using Mobiloil and remaining 
users of Mobiloil so long as they have 
cars. 


Both the carton and the lubrication 
chart are made so that they can be hung 
up in the motorist’s garage. The various 


fast 


INCREASING 


SALES 


containers of oil and grease are stan- 
dardized. A motorist can renew any 
small container singly, or he can, of 
course, buy big quantity drums of any 
of them if he prefers to do so. 


— 9- 
Chairman Introduced 


BY FILM 


couple of hundred feet of film were 
Au recently to introduce each 

speaker at the sales conference of 
one of Britain's best-known selling 
concerns. 


The effect was excellent. It pe - 
up the proceedings, kept everyone in 
good humour, and was altogether a 
welcome break from the tradition of a 
managing director who speaks too long 
because he had nothing to say. 


One example of the way in which the 
films were used will suffice. Among 
the speakers was the company’s chair- 
man, who had just arrived from 
America. The film introducing him 
opened with shots of New York, faded 
to shots of a liner in mid-Atlantic, 
showed the chairman on board, then 
showed him landing at Plymouth, 
reaching London, driving in a taxi, and 
alighting. The last shot showed him 
walking smilingly up to the camera. - 
Then—and there he was on the plat!” 
form. 


How much more effective an intro- 
duction than: ‘'Gentlemen, we have 
with us to-day, er... er... amost 
distinguished er ...er.. .” and so 
on till everybody goes to sleep! 


+ 


If | Were a SALES-MANAGER 


| would have a ‘‘complaints form'' 
drawn up and issued to all salesmen. 
Whenever a complaint was made by 
users or distributors about any of my 
products, I would have full particulars 
properly entered on the form. Forms 
would be returnable direct to me and 
would be carefully analysed. The result 
would be taken up with the production ™ 
and executive heads of the firm with 
a view to getting definite action on 
removing any real cause for complaint. 
—G.E., Stafford. 
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By A. J. BROMLEY 


General Manager of a Soap Manufactory 


ur line of manufacturing, like a 
Oioi many others, had always 
been operated more or less on a 
rule of thumb basis. Each foreman, 
for instance, had his individual method 
of supervising his work. One did a 
little thing here to the temperature, 
there to the time or speed. One man 
used a certain tool or method to deter- 
mine when the product was satisfac- 
tory, and the other man an entirely 
ifferent one; but both possibly arrived 
at the same result, or a resulting pro- 
duct that would be satisfactory to the 
consumer. Neither, however, knew 
just why he did it in his particular 
way. 

The man in charge of a process or 
department was pretty much of an 
individualist and inclined to be temper- 
amental. He did things his own way 
and stood by results. Occasionally 
results were not satisfactory; ‘‘some- 
thing went wrong’’; and thus vaguely 
it was usually left. 


With increased demands on output 
to meet the growing needs of the 
marketing side of the business these 
haphazard methods showed up as more 
and more uneconomical so we began 
developing a set of standard practice 
instructions for a few of our processes. 
The older department heads did not 
think it was possible or practical to 
write down exactly how an operation 
should be performed, or that it could 
be done the same way each time. 
Demonstrations that were conclusive 
soon convinced them that it could be 
done, and in addition, they soon 
realized the help it would be to them 
in teaching new employees the opera- 
tions necessary. 

We started off carefully with a con- 
ference of all executives and foremen, 
writing the simpler operations and then 
getting together the men affected. 
When they left the room, we had the 


mo EICTION 
wisiHODS 


OMETHING WENT WRONG” 


Killed that Excuse 
in Our factory 


initials of everyone on 
the plan. Soon the prac- 
tical workings and benefits 
of the plan proved its 
worth, and from then it 
was only a series of steps 
to extending the standard 
practice ideas to all depart- 
ments. 


To-day our book of 
standard practice instruc- 
tions and factory regula- 
tions—these two headings 
are distinct, as will be 
explained—covers every factory opera- 
tion and every laboratory test which 
can be reduced to a ‘‘one best and 
simplest way’’. And we insist that 
these instructions be followed in actual 
practice. 


Actually we have found that standard 
practice instructions have to start 
with a glossary. For example, one of 
the operations at a soap kettle consists 
of using an amount of salt solution. 
Some boilers call this a salt wash, 
others call it a salt change. We 
standardized on ‘“‘salt wash” for the 
one operation, and there is no chance 
for misunderstanding. 


These Four Books Maintain 
Our Standard Practice 


Our standard practice instructions 
are issued only to the people affected— 
the department heads, and so on. They 
apply to manufacturing processes and 
procedure, machine settings, standard 
tests, and so on. 


The other half of the standard prac- 
tice instruction binder consists of 
factory regulations. These are less 
specialized, and they go to all foremen, 
as well as to people in supervisory 


posts. 
They refer to everything about the 
factory, which is neither manufacturing 


& EQUE 


“A written instruction is the easiest and- 
least expensive way of getting an operation 
done correctly. That is why we scrapped 
our principle of letting each worker use 
his own methods, and produced four books 
completely STANDARDISING our practice. 
With definite, printed instructions for 
everything, very little now goes wrong.” 


=. 
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or testing. Clerical procedures are 
covered in factory regulations. 


In addition to the standard practice 
and factory regulations, there are 
three other books which have been 
worked out along similar lines; the 
formula book, which contains the exact 
formula for every product we make, 
and also formulæ for all the semi- 
finished preparations which enter into 
the products. If there is a special 
method by which a mixture should be 
made, then on the formula will appear 
a standard practice number which is to 
be followed. 


So much for the formula book. The 
next book in the series consists of 
standard packing specifications. This 
outlines, for each product, the number 
required to make a finished unit; one 
only, one dozen, one gross, or one 
hundred, as the case may be. It also 
sets forth the exact packing materials 
to be used; 1 wooden case, size so-and- 
so; 2 liners; 12 inner cartons for one 
dozen each; 144 wrappers, 144 inner 
wrappers, 144 bands; and so on. 

The packing instructions ensure every 
package going out exactly alike. They 
ensure the most economical packing, 
quality considered. But most impor- 
tant as a practical part of operations, 

(Continued on page 33) 


Fanfold’s 
Labour Saving Stationery 


Systems 


SPEEDOFORM Ask us to prove to you 

that we can save you 
FANFOLD £1.6.8 on every 1,000 
TRANSKRIT 


sets of “ Multiple ” forms 
completed in your office. 


To achieve such savings it is not necessary 


to invest in expensive equipment. No 
new equi pa is required, for example, 
for Transkrit—the fastest system of typing 
(or ee 7 Mung forms—Invoices— 
Works’ ravellers’ Orders — 
Remini, t = etc. 
Write for farther particulars, enclosing specimen 
of your present form to 


Sanlol, 


North Circular Rd., London, N.W.2 
Telephona’ Gladstone 45477 







IF HOURS DERE AA 


Eg who to-day stand at the gate- 
career will be wise if 


fou a Ae ag 
ue strain for quick and re- 
eaqunerative promotion in your career. 
Writeat oncefor a FRE of that 


age ‘‘Guide to Careers in Secretaryship, 
“iccoun : om 


SUSE THE HOURS OF THE PRESENT 


‘TO PREPARE FOR THE YEARS OF THE FUTURE 


reritably a standard manual for | Sed knowledge 


he wise investment of the hours oe ae teen 
youth. Herein this authorita-| not waste the days. 
ay cone 136- volume Nothing aT „achieved 
zou may read ngh the| py Sira by YỌ 
_nedium of the Motropaliten Col-| take immediata 
Postal Courses 


without charge or capris 
GY 











o up-to-date 
i CIVIL SERVICE 
BN Cuide 32pp.Send p 


IMETROPOLITAN COLLEGE 








college ede 19e-page “CU! euler TO O CAREERS in 
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Shorthand dictation compels an obsolete and 
time-wasting routine. 


Executives must delay their dictation for the 
set period of “taking down”. Stenographers 
must do the same work twice over —writing 
first in shorthand and then in type. 


Ediphone Voice-writing takes the short cut-— 
direct from voice to type. 


It saves one hour of the dictator’s time and 
three houts of the typist’s time every day. 
Everybody works without rush or discomfort 
and the mail is promptly despatched. 


Apply for our new book “Now—how about 
MY business?” It will prove to you the need 
of the Ediphone in your business. 

Some well-known Ediphone Users: 
British Thomson-Houston Company Ltd., 
Thomas Cook & Son Ltd., Edison Swan 
Electric Co. Ltd., Ford Motor Company 
Ltd., Imperial Chemical Industries Ltd., 
Kodak Ltd., J. Lyons & Co. Ltd. 


THOS. A. EDISON, Ltd., 
Victoria House, Vernon 





20 


WORLD ECONOMIC 
CONFERENCE will use 


Gasfofner 


Bh DUPLICATORS 








1933 Gestetner Electric 
Duplicators have been 
selected by the Secret- 
arlat of the World 
Economic Conference 
for the dissemination 
of reports to the Dele- 


gatos, 

wenty-one of these 
machines will be in 
constant use, day and 
night. 

The cholce was made 
because of the Dura- 


billty and Dependability 
of the 1933 Gestetner 


The World’s Economic Duplicator 


The World Economic Conference 





A Few Features of the 1933 Gestetner 


The simplest machine existent. 
Dust and rustproof. 
Self-adjusting push-feed for thick or thin 


paper. 
Even printing. 


No waste coples. 
Operates at varlable speeds. 
New Indestructible cylinders. 


Motor of Electric runs on D.C. or A.C. 
mains from 100-250 volts. 


Stops when required number of coples 
printed. 


Guaranteed for Five Years. 


THE ONE PERFECT DUPLICATOR 
TEST IT IN YOUR OWN OFFICE 


kt Goletner’o. 


37 Ludgate Hill, E.C.4 and oo 


Telephone: Holborn orga 








BUSINESS for JUNE, 1933: 


EQUIP NOW FOR 
PROSPERITY. 


Have you noticed the way your workers, seated on 
ordinary chairs, hunch up their shoulders and: slump 
forward on their desks or benches? Restricting their 

a, lungs and congesting vital organs 
like that is slowly undermining ASi 
their health . . . making them ‘Bee 
tired early in the day .. = fe 
ing mistakes and , 
My lowering resist- 
mance to infection 
so many 


standard of efficiency E 
and health by installing 
> PES Tan-Sad Health Chairs 
yan ou should not be 
aa Y=. iy aired by out-of- § 
date seating. 
Tan-Sad Health Chairs 
enable their users to sit É 
healthily — back sup- 
ported, chest expanded, 
Í vital nerve centres re- 
lieved of straim Make 
a free trial NOW. 














THE TAN-SAD CHAIR CO. (1931) Ltd. 
3, Avery House, Clerkenwell Green, London, E.C.! 


Telephone: Clerkenerell 3092/3 


SPEED-UP 


®°COIN-COUNTING 
COIN -SORTING 


To all concerns handling cash in bulk COIN 
COUNTING MACHINES are essential. A machine 
used one morning per week will save [ts cost. 


ə% ALL BRITISH AND 
100°/, ACCURATE | 


Adopted by Banks, Railway and Tramcar Cos., Large 
Commercial Firms, Electricity and Gas Cos., 
Administrations, Government Departments. 





@ Coin Counting ih Coin Sorting Machines bullt to 
eet your system. 


Write ne complete details 


INTERNATIONAL 
COIN COUNTING 
MACHINE CO. LTD. 


137/141 Rosebery Avenue, London, E.C.1 
Telephone : 


Clerkenwell 5255 
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The latest development in all-steel posting 
machine desks. Apart from the obvious con- 
venience of providing everything to the 
operator's hand, this desk largely muffles the 
noise of the machine, also it provides a screen 
for the operator, allowing her to concentrate 
better on her work. The desk, when closed, 
provides a useful general purpose table 





he tremendous advance in types and 
T capabiliees of office machinery made 

during the past few years has 
created the need for entirely new ranges 
of supplementary office equipment to 
support the new and better methods 
now in force and still coming into use. 


For example, the evolution of mod- 
ern batteries of accounting machines 
has called for entirely new methods of 
collating and filing documents and 
cards, and these new methods, in turn, 
have demanded new and better types 
of equipment. Modern scientific man- 
agement and sales control has called 
for new appliances. Speed of operation 





The type of steel utility desk brings within easy reach 
of the worker a filing capacity approximately equal to 
The filing 
space is on a level with the desk top, the longest 
reach being oer 24 inches. This type of desk can 

inds of combinations embodying filing 
and guide equipment, mail trays, card indexes, etc. 


that of a standard 4-drawer upright file. 


be obtained in all 


has been increased, ranges of 
work have been widened, 
office routine has been re- 
quired to show a much de- 
creased cost per unit of work 
done, and so, again, new 
equipment, better in design, 
better in construction, more 
economical in use, has been 
created to make all this pos- 
sible. 


Office equipment manufac- 
turers have themselves ap- 
plied the closest study, not 
only to the production of 
new machines to do specific 


jobs such as accounting or printing for 
modern business, but to the systems 


and methods involved. 


The result is that literally everything 
for the modern office, from the desk 
of the chairman himself to the castors 
fitted to the smallest sorting-table, is 
of a type vastly different from anything 


existing a few years ago. 


Here is a steel desk planned expressly for the busy executive. 
example shows the drawers fitted to contain files of indexed matter 
so that the data is immediately to hand rather than away in 
Some separate container where the executive has to waste time 
himself in getting up from his desk to seek it or by waiting 


while someone gets it for him. 
fitted out to contain the data for any specified plan of operation 


STEEL! 


IT IMPROVES YOUR OUTPUT ma 
Cuts Your Costs 


ne en Se) be ye 
The Output of the Office and its ratio of cost per 
unit of work done is every bit as important a 
factor to-day as the same item in factory production 





This all-steel desk is fitted with disappearing typewriter 
mechanism, a great advantage where typewriting forms 
a large part of the work to be done at the desk. This 
mechanism is easily operated and when in use 
remains stationary at just the right height for con- 
venient use. The desk when closed presents the same 
appearance as a desk without this mechanism; the 
front represents actual drawers completely fitted 





When one reviews this great revolu- 
tion in office furniture a single fact be- 
comes apparent. Everything is made of 
steel, or at least has steel as a basis. 

Why? 

There are three main reasons. First, 
steel offers to the user the great advan- 
tage of longest service, therefore re- 

(Continued on page 24) 
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The drawers can, of course, be 
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Card Index YOUR 
- Employees’ Brains! 
By MAURICE SNAITH 


ne day recently, 
O while I was 
talking to a director 
of a busy concern, I 
noticed on his desk a 
small, compact card 
index. Something in 
our conversation 
made him turn to it. 
There is nothing un- 
usual in turning to a 
file for information, 
but my interest was 
aroused because of 
the kind of informa- 

- tion he sought. 


The card he looked up gave the name 
of an employee somewhere in the 
building. He rang a bell and asked for 
the man to be sent up. When the 
employee came he turned out to be 
something of an authority on the sub- 
ject of our conversation, and was able, 
off hand, to answer a question which 
had beaten both of us. 





- “That file,” explained my friend, 
“is one of the most useful things I have 
in the building. It’s my ‘personal 
encyclopzdia’.’’ 
It seemed to me a good idea, and I 
asked him how he came to start it. 


“One day,” he said, ‘‘after my secret- 
ary had spent the best part of an 
hour trying to collect as much informa- 
tion as possible about Stoke-on-Trent 
for a new sales experiment, I got rather 
impatient, I think, and shouted to her 
something about ‘can’t any of the 
dozens of people in this building help 
you with that information. Surely 
someone knows the place’.’’ Somebody 
in the room heard it and said that 
Smith (that’s not his name, of course) 
in the advertising department came 
from Stoke. I sent for Smith immed- 
iately, and found that he knew the 
town well. In ten minutes we had all 
the information we wanted. 


“That incident gave me an idea. 
There are nearly two hundred people 
on the staff of this place, and it dawned 
on me that every one of them probably 
had useful information on various 
subjects and that there was no reason 
why such knowledge should not be 
utilized for the good of the firm. All 
that was necessary to accomplish this 
was to index the knowledge in some 
way so that it was immediately avail- 
able when required. This* card index 
is ideal. It takes up no room and is 
always to my hand 


“In the first place I circularized 
every member of the staff down to the 
youngest office boy, and asked for 


answers to two questions. The first 
was: With what localities are you 
familiar? and the second: Apart from 
your work, what subjects interest you 
and what subjects have you studied? 

“‘The results were amazing. The card 
index was compiled of the replies, and 
it made a regular little encyclopedia 
of general knowledge. Many cities and 
large towns in the United Kingdom 
were listed, to say nothing of innumer- 
able smaller towns and villages and a 
sprinkling of places abroad. 


“The subjects included in the list 
were wide and varied. They revealed, 
for instance, that one of the book- 
keepers in the accounts department 
spoke and wrote four languages, that 
there was a meteorological expert in 
the records department, a salesman who 
would have been a lawyer but for the 
war, and who had continued some of 
his studies of the law ever since, in the 
hope that he might one day have an 
opportunity of getting an executive 
position. 

“There was also an assistant in 
the stock room whose hobby for the 
last ten years had been collecting press 
cuttings of inventions and new develop- 
ments in commerce and industry, while 
another had specialized in railway 
travel so that he could plan out a 
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journey from one place to another 
in detail before anyone else could 
find the places on a map. 

‘‘One man was a good photographer. 
He, by the way, has since saved up 
pounds by photographing small pro- 
ducts for catalogue advertising. All 
these and many other subjects were 
indexed, so that a glance at the file 
would tell if we had anyone in the 
building with special knowledge of a 
subject or a place, what his name was, 
and in which department he was to be 
found. 


‘“‘The file stands on my desk, and it 
has proved its value time and again 
already. Only the other day, for 
example, I had to pay a flying visit to 
Bristol in order to make several calls. 
I referred to the file and found that 
one of the clerks knew the city well. 
He was able to plan my trip out for me, 
so that I was able to get back the same 
day instead of staying the night. 


“On another occasion we obtained 
a large export order in a country we had 
never sold to before because one of our 
employees knew about the conditions 
out there, thus enabling us to include 
in our quotations certain special con- 
ditions that gave us an advantage over 
rival quotations sent without personal 
knowledge of the circumstances. 

‘This employees’ general knowledge 
index file is also having a beneficial 
effect upon the firm. I have already 
been asked to add a good many subjects 
to it, 

‘The index is easy to start and easier 
to keep. It is merely a simple method 
of capitalizing the vast store of hidden 
knowledge which exists in every office 
staff, large or small. 


© 


INFORMATION? 
We Have it On Tap 


t is a curious fact that when one has 
bated one particularly good and un- 

usual method or plan in operation, a 
second example of a similar idea often 
comes to light soon afterwards. 

Within a few days of discovering the 
“personal index” mentioned in the 
above, I came across another very valu- 
able method of filing information. Let 
the general manager of the concern 
(electrical appliance manufacturers) 
describe it as I took down the short- 
hand note from him. 


“Our internal information service 
started after I had noticed the secret- 
ary of one of the departmental heads 
frequently ‘holding on’ to the telephone 
for long periods at a time. It annoyed 
me to see so much time apparently 
being wasted, and one day I asked the 
nature of these calls which took up so 
much time. I learnt that in practically 
every case the secretary was endeavour- 


ing to obtain information and data 
from information bureaus, trade papers, 
and trade association, required for the 
department's work. 


“Further enquiry in other depart- 
ments proved that some dozens of tele- 
phone calls were put through a week to 
various sources entirely in search of 
trade information, and the time spent 
in this way by departmental heads and 
their secretaries amounted to an alarm- 
ing total. 


“An internal information service of 
some kind was obviously needed, and 
to discover exactly what would be 
required of it, I gave instructions that 
particulars of every enquiry which had 
to be made during the whole of one 
week were to be collected and passed 
to me for examination. An analysis of 
the various queries showed that it 
would not be so difficult to pi ovide an 
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ANY type of Business could use these IDEAS 
ER dander a i a o 


information library capable of dealing 
with all of them. 


“A small room in the centre of the 
building was fitted out with the neces- 
sary bookshelves and filing cabinets. A 
thorough comb-out of the whole build- 
ing brought to light many technical 
handbooks and other books of reference 
to form the basis of the book section of 
the proposed information library. Where 
any of the reference books were out of 
date copies of the latest editions were 
bought, and other volumes likely to be 
of use to information seekers were also 
acquired. Instructions were also given 
to a large firm of book-sellers to send 
us a copy of every new book dealing 
with or referring to the electrical 
industry on approval, in order that it 


i, added to the library if 


“A keen young fellow from the 
accounts’ department was put in charge 
of the information library, and his first 
duty was to index all the volumes on 
his shelves so that they could be 
approached from any angle. This 
meant that not only were they indexed 
under title, author, and subject, but 

t their contents were indexed as 
well, so that anyone seeking informa- 
tion on any particular point would be 
referred by the card index not only to 
specific books on that subject, but to 
references to it in other books as well. 


“‘After books came the trade papers. 
Volume files from the beginning of the 
year were made Of each one, and every 
article, and item likely to be of interest 
was card indexed in the same way as 
the books had been. The cards were 
then dropped into the same file as that 
holding the book cards. As each issue 
of each trade paper came out the same 
process was gone through so that the 
library was always up to date. 

“A cuttings file was the next devel- 
opment. to this went extracts 
from the daily press, particularly items 
giving statistics and new developments 
in our own industry and others with 
which we frequently came into contact. 
Periodical reports from Government 
departments and trade associations also 
went into this file. 


“We had always received a few of 
these, but a circular letter asking for 

hers which did not reach us brought 
us a regular stream of informative and 
topical matter relating to our business. 
Everything that went into this file was 
indexed in just the same way as the 
books and trade papers, and the cards 
were added to the same file again. ` 


“With all that could be gleaned from 
books, trade papers, the daily press, 
and the reports of Government depart- 
ments and trade associations, immedi- 
ately available we had the basis of a 
valuable library, which would obviously 
levelop itself. 

“But we did not stop there. The 
young librarian was instructed to 


make the information library as 
wide in its scope as possible? That 
is to say, it was not to include books, 
cuttings, and reports dealing with 
things outside our industry, but it was 
to be able to refer enquirers to where 
information on other matters could be 
obtained. 


“As an example, the librarian came 
across the mention of an association 
which advocates the adoption of the 
five-day week. He immediately put 
its mame, address and telephone 
number on a card and indexed it in 
the card index under ‘‘Five-Day 
Week.” There would be little use in 


collecting all the information and 


statistics relating to the five-day week 
because it might never be wanted, but 
the presence of that single card in the 
file means that the information is 
immediately available by getting into 
touch with the society mentioned. 


“We also took one other step in 
order that other sources of information 


might be open to us for matter outside 
our own field. This was to write to 
other libraries and information bureaus 
offering them the facilities of our 
library on electrical subjects in return 
for permission to use their sources of 
information when required. Permission 
was in all cases readily granted. 

“The system was simplicity itself. 
Instead of ringing up ‘so-and-so’ 
because ‘he might know’, any member 
of the staff who required information 
merely put the particulars down on a 
memo and sent it to the library. If 
the information could be given in a few 
words it was placed on the back of the 
memo and returned, if not, the enquirer 
was referred to the appropriate books, 
papers and cuttings. : 


“To-day the information library has 
become an indispensable part of our 
organization, saving many hours of 
valuable time and giving every member 
of our staff the opportunity of working 
with every available fact about the job 
in hand at his finger-tips.’’ 


This AUTOMATIC DIARY 
Aids Management 


silent time clock recording the 
Avisits of callers in the office of the 

general manager of a large insur- 
ance company has proved itself very 
useful on many occasions since it was 
started about a year ago. 


A pad of sheets, measuring 4} by 7 
inches and ruled to hold 24 names is 
kept on his secretary’s desk. On the 
left is a column headed “‘in’’ and on the 
right one labelled ‘‘out’’. 


When a person enters the office for 
a business call or conference his name is 
entered on this ruled sheet by the 
secretary, along with a note of the 
time when he enters and when he 
leaves. In this way the actual time 
devoted to various individuals can be 
studied and reviewed. The manager 
can tell at a glance exactly how much 
time he spends on certain subjects and 
with certain people. 

The sheet also makes an extremely 
useful automatic diary of the day’s 
work to which constant reference is 
made. The scheme, in addition, gives 
this manager an illuminating guide to 
the efficiency of his staff. The time 


spent with each department head or 
assistant gives a fairly accurate guide of 
the grip each man has on his subject. 


A recent promotion in the office, for 
example, was brought about almost 
entirely through the silent time clock. 


.When studying the amount of time 


given to various members of the staff, 
the manager noticed that one young 
man who had been carrying through a 
particularly important piece of work, on 
which he might legitimately have taken 
up a good deal of the manager's time, 
had actually taken up less time than 
anyone else. 


During the next two or three 
occasions on which this employee con- 
sulted him the manager noticed the 
reasons why he took up such little time. 
There were several reasons. The first 
was that the employee always asked 
the manager's secretary to let him know 
on the telephone when was a convenient 
time to obtain an interview. The 
second was that the employee always 
went straight to the point, and then 
left the room directly the point he had 
raised was settled, and the third that 
he always had every scrap of infor- 
mation required at his finger’s tips. He 
never had to “run and fetch it,” or 
admit that he “‘hadn’t been able to do 
that yet.”’ 


This is but one example of the value 
of a silent time clock. Any manager who 
tries it for a month will find it a valu- 
able, as well as interesting, aid to the 
problems of management. 
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FIRST IN QUALITY 


FIRST IN EFFICIENCY 
—A Milners? Steel Cabinet 


is everlasting 





All Steel Office Cabinets look much alike, but 
there is a great difference in quality and work- 
manship. A Milners’ Cabinet sets a standard of 
quality which has never been surpassed. It 
operates smoothly and never jams. It Is the 
product of experts. 


if you want everlasting wear from your office 
furniture as well as assured protection against 
fire, dirt and moisture, install 
Milners’. It is the certain 
choice of all who are interested 
in the most efficient office 
equipment — it has behind it 
the world-wide quality and 
reputation of Milners’ Safes. 


The wide range of MILNERS’ STEEL products 
includes FILING CABINETS, CUPBOARDS, 
LOCKERS, DESKS, FIXED and ADJUSTABLE 
SHELVING, STORAGE BINS, etc. Designs 
can be modified to your requirements 
and you will find the prices 
are strictly competitive in 
spite of the superior 


quality. 


Send now for 
Illustrated 
Catalogue B 
giving complete 
specification 
and prices. 


CA 





MILNERS’ 


SAFE COMPANY, LTD. 


12-13, NEWGATE STREET, LONDON, E.C:l 
Telephone: City 1195-1196 


| And at Liverpool, Manchester, Leeds, Birmingham, Glasgow, Dublin 
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STEEL EQUIPMENT 


(Continued from page 21) 


duced costs in repairs or replacements. 
Second, its neat, clean lines and high 
standard of finish meet the demands 
of modern decorating schemes. Third, 
steel offers to the manufacturer a more 
suitable material for quick and econo- 
mical production and a better medium 
for building appliances of high mechani- 
cal precision. 


Steel Equipment Offers Similar 
Economies in the Works 


All these elements are required in 
office equipment—and in a great deal 
of works and factory equipment, too. 
In this latter department the need for 
improved types and more economical 
types is just as great. 

In the office those pieces of equip- 
ment which undergo most frequent 
handling show up to best advanta@} if 
they are of steel construction. For ex- 
ample, filing cabinets. Here the gene- 
ral practice is to construct the cabinet 
round an inner framework of channel 
steel, the whole being welded together. 


This results in a cabinet which is 
wellnigh indestructible. Without being 
heavy it has enormous strength. There 
is not the remotest chance of any part 
of it becoming loose or requiring re- 
placement. The steel cabinet, also, 
forms the ideal foundation upon which 
to mount the ball- or roller-bearing 


STEEL 
Equipment is... 


INDESTRUCTIBLE 
EFFICIENT 
HYGIENIC 
FIRE-RESISTING 








mechanism of the drawers. Drawers 
so mounted run easily and are always 
rigid, since the great strength of the 
cabinet itself effectively prevents any 
leverage which might be put on the 
drawers when they are™open from 
springing the guides. 

Still further advantages of the steel 
filing cabinet are that it is permanently 








THERE IS NO PROTECTION WITHOUT INSULATION D. 


SECURE pha clade PROTECTION 
with the 
COPE-CHAT FIRE FILE 
OR SAFE CABINET. 


Double Steel Plate Walls. 
Correct Insulation. 

Ball Race Roller Bearings. 
Special Suspension Slides. 


Ordinary single wall cabi- 
nets are NOT INSULATED. 


When red hot they are 
INCINERATORS. 


Why take the risk? 


The COPELAND-CHATTERSON Co., Ltd. | 


Exchange House, Old Change, London, E.C.4 Phone: Cent. 7476 


AND AT BIRMINGHAM, BRISTOL, MANCHESTER, GLASGOW, NEW CASTLE, LEEDS, etc. etc. 


furnace test. 











30% safety 
margin on 
standard 





Z 


Send NOW for Catalogue B.II. 
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damp- and vermin-proof and fire-resist- 
ing to a great extent. 


These same advantages characterize 
the modern type of steel cupboard 
whether merely for clothes or import- 
ant books and documents. In this con- 
nection the steel cupboard mounted on 
easy-running castors is being increas- 
ingly used, as it can be moved from 
place to place in the office as circum- 
stances demand. 


From the ordinary steel filing equip- 
ment which, in itself, normally offers 
a high resistance to fire, we come to the 
steel cabinets, etc., specially designed 
as ‘‘fire-resisting’’. These are specially 
insulated and provide their contents 
with a high degree of protection. 


This type of equipment offers enor- 
mous economies to firms who have 
much valuable matter to safeguard, 
since these files and safes eliminate the 


The Steel ‘Tubular’ Style has Both 





Grace AND Efficiency 





Tubular steel for office furniture has the outstanding fo advantages being light, 
exceedingly strong, hygienic and in keeping with the most modern styles of architecture 


and decoration. 


It is well suited to this type of executive desk. The desk itself 


offers to the user the convenience of a very large working surface, every part of 


which is within immediate reach. 


It is, also, convenient for conferences as several 


delegates can sit comfortably, with ample working surface, around the outer edge 





Not the least of the virtues of steel tubular equipment is the fact that it cannot 


harbour dust, an important matter when health, modern tendencies towards lighter 


colour schemes and cleaning costs are considered. Here is a typical office for the 
departmental executive. The steel tubular framework is chromium plated ; the wood- 
work of the desk ivory white finish, the desk-top of black bakelite or similar material 
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A 

SERVICE 

OF VALUE 
TO YOU 


— 


THE HOUSE of GRIFFITH 


maintains a special department 
for the purpose of co-operating 
with Sales-managers and Direc- 
tors in the study, planning and 
preparation of printed matter. 


Printed matter designed to assist 
salesmen to increase enquiries for 
information regarding the use of 
their products. This department 
also enables them to see that 
their sales story is placed before 
all the executives who may in- 
fluence a sale, 


Methods of carrying out a simple 
analysis to discover the best means 
of increasing sales will be gladly 
given by experts well versed in 
marketing and sales promotion. 


A letter to the Marketing Service 
Department will result in an early 
appointment to suit your con- 
venience. 


St) 
D) 


W - P - GRIFFITH 


AND SONS LIMITED 


Old Bailey Press 


PRUJEAN SQUARE 
OLD BAILEY 
LONDON 
E-C-4 


The 


TELEPHONE - CITY 4240 - (LINES) 





"ES 


How much time does 
your stocktaking 
waste? 





Suppose you had a record system which would tell you in a 
- flash, from day to day, the exact position of every item you carry. 
When did you last order a stock of that line? How quickly will 
it be turned over? On what day will you need to replenish stock? 
What is the least amount of stock you need carry on each line? 
Which items have been overstocked ? 


These questions vitally affect the economical running of your 
business. How quickly and how accurately can you answer them? 


Overstocking means slow turnover. Slow turnover means 
lowered profits. Kardex Stock-keeping Records, by visible warn- 
ing signals, enable every item to be carried to its greatest advan- 
tage. Kardex guards against errors in buying. It prevents over- 
buying. E i 


Kardex Records are 
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STEEL EQUIPMENT 


(Continued from page 25) 


“necessity for specially built strong 


rooms, for, as well as being fireproof, 
they offer a high resistance to burglary. 


Reverting to movable equipment 
calls to mind the new equipment neces- 
sary for use in conjunction with modern 
accounting and analysis machinery. 
The special steel ‘‘trolleys’’ for ledger 
cards, card indices, statement files, etc., 
enormously reduce the work of the 
operator, since they not only bring the 
work to her hand but they can be 
moved to any spot in the office in an 
instant of time. At the end of the day, 
too, they can be wheeled complete into 
a strong room without the necessity for 
any of the documents they carry being 
disturbed. 


These useful trolleys, however, are 
not inseparable from accounting mach- 
inery. They can be used alone fomgny 
kind of suitable job and offer j as 
many advantages in the way of saving 
time and space. 

It is impossible, in a brief article, to 
enumerate individually the wide range 


of items of improved equipment now 
available in steel. Mention should be 


simple to install and 
economical to main- 
tain. They are helping 
many of the greatest 
concerns in the coun- 
try to keep a constant 
grip on the vital facts 
of their businesses. 


made, however, of certain items the 
great advantages of which are often 
overlooked. I refer to steel partition- 
ing and steel shelving. 


These Partitions are Light, Move- 
able and Fire-Resisting 

So frequently it happens that in busi- 
nesses large and small, offices require 
$ - ` to be divided by partitions to give the 
You will be inter- —~e====— i effect of greater working accommoda- 
ested in ‘“‘Purchase & = tion. As businesses expand, the man- 
Stocktaking Bulletin’. _—— agement, in these days of high costs, 
Write for it. Foon mee S 








l, LEADENHALL ST., E.C.3 


Tel. Monument {3921 (7 lines) 


AND ALL PRINCIPAL CITIES 





164 page BOOK 
ON OFFICE WORK 


Explains systems for Office, 
Stores and Factory and illustrates 
numerous forms used in business. 


Chock - full of labour - saving 
Suggestions. 


Write for it now. Just 
quote A247. 


yous Deeds, 
and all private 
papers and valuables in 
a Fire and Thief- Re- 
sisting Steel 
Safe. For 





This Steel Safe Ledger Tray is mate fire- 
resisting by means of a special insulation. 
The lid is secured by a cylinder spring 
lock. After unlocking it is free to slide 
forward and fall intothe position shown, at 
the sametime raising the interior card tray” 
into a position convenient for reference. 
The tray is removable by disappearing 
lifting handles. The complete unit is 
mounted on ball-bearing swivel castors 
to facilitate movement. When closed 
the body and the lid dovetail so exactly 
that a fire-resisting shell is formed 


2 
Keys. Weight 1% cwt. 

| Fire-resisting Chambers 
5 h ra 2} pe bhioi, aa raas Fittings. 
ication raling sizes of Safes, 
12 St. Bride Street S reps and Deed j heey 

o AN & CO., ¢. “B” 
LONDON Navigation ) 


E.C.4 Lo : 40/42, Oxford Street, W.r 


Moore’s Modern Methods wt 





hesitate to rent or build additional 
space. The semi-permanent partition 
is the solution of the problem. Steel 
partitions are easily erected, moved or 
dismantled. They are, moreover, fire- 
proof. 

The same factor of protection applies 











Scientific investigation and practical 
tests haveproved beyondall question 
that seating directly influences both 
the output and the health of ANY 
seated worker. PROPER seating 
induces better work and better 
health, The steel chair manufac- 
turers have studied this matter as a 
science and have produced the most 
efficient seats for every need from 
that of the Executive to the factory 
bench worker. The particular type 
shown here has just been installed 
as standard in one of London’s 
newest offices—the Shell -Mex 
building. The South African 
Government have also selected it 
for their new London headquarters 





to steel shelving. Most firms require 
shelving, sometimes a great deal of it. 
Steel shelving is indestructible, fireproof 
and easy to clean. 

In the works, as well as the office, 
steel shelving, store bins and cupboards 
have similar advantages, and the fact 
that a high percentage of progressive 
firms are installing this kind of equip- 
ment is sufficient proof of its effective- 
ness and economy. 

Then we have new and improved de- 
_ signs in steel for drawing-tables, file 
cabinets for tracings, plans, etc.; furni- 
ture for the canteen and rest-room. 

Steel, then, is the ideal equipment 
for to-day’s modern methods of man- 
agement and factory organization. 
Light, clean, indestructible and fire- 
proof, it offers every possible economy. 
+ ov. 

CORRECTION,—In last month's issue of 
BUSINESS, owing to a printer’s error, the 
Book on Office Work offered by Moore’s 
Modern Methods in their advertisement on 
page 30 was described as a 64 page book 
whereas it should have been announced as 
a 164 page book. 
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steel 
files... 


by 


CHUBB 


(British Made) 





Something New in the World of Filing 


These Filing Cabinets are of the same high quality as all 
other Chubb Products, and the same engineering skill is 
embodied in their new production. Bent steel construction 
and heavy reinforcement ensure great strength and rigidity. 


THE CHUBB FILE offers :— 
LARGER CAPACITY. Grawer Chabi has the approximate 


capacity of an ordinary five-drawer file. 


SMOOTH PERFORMANCE. progresive Suspension slides 
DUST RESISTANCE, 2, "iaising pocket Holds 
SAFE LOCKING. By the CHUBB Pin Tumbler Automatic 


Lock. 
These files can be seen 
at any ofthe showrooms +» 
below. 


CHUBB & SON’S LOCK & SAFE CO. LTD. 


Head Office: 128 QUEEN VICTORIA STREET, E.C.4 Tel : CITY 1626 
West End Branch: 68 ST. JAMES'S ST., PALL MALL, S.W.1 Tel: REGENT 2087 


Branches : 5 Albert Square, MANCHESTER ; 126 Buchanan St, GLASGOW; 28 Lord St., 
LIVERPOOL; 92 George Street, EDINBURGH ; Chubb Street, WOLVERHAMPTON 


the 


at a cheaper price 








CUT OUT WASTE TIME 


at starting and stopping—it is affecting your turnover, 
We have proved to hundreds of firms that the British 


G.B. System, by encouraging punctuality and increasing 
efficiency, pays for its own installation. i 
Investigate now, whilst time is so important a business 
factor. 





Send for particulars to :— 


GLEDHIL BR s 


Eo aN 38 EMPIRE WORKS, HUDDERSFIELD D 














Your telephone 
number in a tick ! 





In a moment the “Findeezi'’ Desk 
is brought into position— 


How much time do you waste fum- 
bling for telephone numbers?" With 


the ‘“Findeezi’’ Desk installed at 
your elbow, a swift, simple move- 
ment brings the telephone director- 
ies—on a solid, flat table—right in 
front of you for easy, comfortable 
reference, And, when not in use, 
the “Findeezi” Desk folds fat 
against the wall. 

—for quick, comfortable, and easy 


reference. 


Polished Oak or Mahogany, 
Nickelled Fittings - £2.5.0 


Also in All-Metal - 37/6 


Write for demonstration or des- 
criptive folder and full particulars. 


The BUCKINGHAM AGENCIES 
58, CHANDOS HOUSE, BUCKINGHAM GATE, S.W.1 
Telephone: Victoria 6593 
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DISPUTES 
ON PAY DAY 


USINESS houses are eliminating un- 
leasant wage disputes by employing 
LANCASTER’S NEW PAY 
~ WALLETS—+#he really efficient pay envelope. 
Employees can check their money—cven 
handle their notes, without extraction and 
without tearing the wallet. 
In cases of a mis-count, wages can be easily 
checked without opening ; the sealing being 
absolutely secure and permitting of wages 
being made up and sent any distance with- 
out risk. 
Yet LANCASTER pay wallets are with 
practice speedier than the ordinary trans- 
t envelope because notes need not 
És folded. 


Free sample Wallets 
and Prices on request, 


LANCASTER BROS. & CO. 
Cash Bag and Envelope Specialists 
Shadwell Street 


Birmingham 4 
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In the Philco Display the Sign combines coloured Neon tubes with an animated 
This strip can be used for actual news or 


news bulletin strip at the foot. 





BUSINESS for JUNE, 1933 


P58 


veCTIVIT) | „TO KEEP FIT 
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solely to give out slogans or selling-talk about the product. 


Make Your SIGN a 





he sign is the oldest form of advertis- 

ing. It would be difficult to trace the 

date when it first appeared, but it is 
true that for many centuries it did not 
develop beyond the painted board. In 
fact it was not until the advent of elec- 
tricity that the sign really progressed. 
From that time, however, its advance 
has been so extensive that now, even 
among all the new media and methods 
since discovered, it is recognized as one 
of the most important and successful 
forms of publicity. 


To-day it is adapted to every conceiv- 
able type of business; in fact there are 
few manufacturing or selling concerns, 
whatever their line of business, which 
can afford to do without it in one form 
or another. 


Not only is the sign now one of the 
most modern forms of advertising but it 
is definitely one of the most economical. 
Even an elaborate sign costs compara- 
tively little to instal, no matter what 
type it may be, and once installed its 
maintenance is never high and may be 
so low as to be negligible. 


The use of signs now extends from the 
doctor with his restricted name-plate, to 
the seaside resort with its entire front and 
pier decked out in a blaze of multi- 
coloured publicity. 


There are signs, too, not required for 
their publicity value, but which have 
equally important uses as direction indi- 
cators, both for interior and exterior use. 
They are to be found, in various forms, 
in every large shop, theatre, cinema, rail- 
way station, hotel and exhibition hall 
throughout the country. Yet even such 
signs as these have a certain publicity 
value. A departmental sign in a large 
store, for example, will draw the atten- 
tion of customers to goods which they 


ISusiness DULLER 


would have missed. Because of this it 
is more than worth while to give proper 
consideration to every sign installed both 
inside and outside a building. There is 
a right sign and a wrong sign for every 
purpose. The right sign will pay for itself 
many times over. 


Practically every trader can use the 
smaller signs of the box type, in which 
an advertisement is illuminated by the 
reflection of daylight or by the use of 
électric bulbs. This type is admirable for 
shop doorways and for use on the fronts 
of motor vans. It is not only effective 
but extremely cheap to instal and costs 
nothing to maintain. 


This Fixed Sign gives the Effect of 
Movement 


A newer type of fixed sign which has, 
nevertheless, certain virtues of the moving 
sign, is the three-way sign. This type 
exhibits three separate messages: one as 
the observer approaches it from the left, 
another when he faces it from the front, 
and a third when he views it from the 
right. This type is admirable for posting 
along motoring roads, or in any position 
where the movement of people is such as 
to enable the three messages to be read. 
By offering these three messages in the 
space normally occupied by only one it 
is an obvious economy. Upkeep costs are 
virtually nil. 


Then we come to animated signs, 
those worked by electric motors, electro- 
magnetic action or heat. They are 
good attention-getters. Movement always 
arrests attention, whereas the most elab- 
orate “‘still’’ display may possibly be 
passed unnoticed. 


. There are many types of animated 
signs. One type consists of a cabinet 
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THE amazing new “Three Way Sign” marks a new era in selling 
power. Although stationary, it affords all the fascınation of a moving 
sign with changing messages, and has the additional advantage of 
cia R having no mechanism. 

ce m HE E dbe Can be adapted for use as showcards, cut-outs, illuminated display 
boxes, shop facias, top and side boards for delivery vans and lorries, 
road-side signs, etc. 

National Advertisers who are already users of “Three Way Signs” 

include : 

DUNLOP RUBBER CO. P. & O. STEAMSHIP CO., EXIDE 
pas BATTERIES, CRAWFORD’S WHISKY, WM. YOUNGER’S 
$ ALES, RIDGEWAY’S TEA, ILFORD LTD., ROTHMANS 
LTD., HYDE’S BIRD SEED, BRITISH GLUES, Erc. Erc. 


Write for further details, samples and prices 


THREE WAY SIGNS LTB. 


Head Office: 84 HATTON GARDEN, LONDON, E.C.| 


Telephone ; Holborn 2066 


AND AT BIRMINGHAM, MANCHESTER, LEEDS, GLASGOW, PARIS, 
STOCKHOLM 


British and Foreign Patents beld 





HHAH ates Sass 
i 





NEWCASTLE ON TYNE} 


ofa A? . 


e MANCHESTER” 


EAE e 


can help=you 


n lee H- 








ut your roducts 
put y i E 


on Lig’ map: K IE 


~E 





—and save 507 of the printing bill at the 
same time—for every kind of printed matter 


BY ROTAPRINT 


Your SALES-MAKING folders, broadsheets, price lists and leaflets 
are printed without the expense of type or blocks, Every sales 
idea can be translated into print and be made effective at once. 


Your DIRECT MAIL letters—Letterhead, Text and Signature—are 
printed at one operation. 

Your OFFICE FORMS are turned out as you want them—work equal to 
that of any first-class printer—~again without type or blocks. 
Your overheads are reduced. 


Why not get to know the BUSINESS-EXPANDING possibilities of Rotaprint 
for you. You can have a demonstration at any time. Write or ’Phone 


for it to-day. 


KAYE'S ROTAPRINT aGeEncy, LTD. 
Cecil House, 57a, Holborn Viaduct, London, E.C.1 
CENTRAL 1300 (3 lines) 


Also at: BIRMINGHAM, BRISTOL, GARDIFF, GLASGOW, LEEDS, MANCHESTER, 
NEWGASTLE-ON-TYNE and NOTTINGHAM 


- 
r 





ITS WORTH WHILE usin : 
£ RGER 
ne BELS 


TALK TO YOUR PRINTER 
ABOUT THEM AND SPECIFY 


Ask him also to send you the LABEL SAMUEL JONES’ 


BOOK. It Is FREE and enables you to 


LA 
They are excellent advertisements—seen every- 
LA 


order your labels easily and quickly. NON CURLING œa = re 
- GUMMED 
SAMUEL JONES & CO., LTD. [i paper CREATED 


BRIDEWELL PLACE, LONDON, E.C.4 & LABELS 
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displayi a number of advertisements 
in rotation, pe aa aoe 
magnetic principle another a spec 
conicolles. An of a metal strip, 
expands and contracts on heating and 
cooling, and so operates con- 
tacts which spell out messages letter by 
letter. Still another makes use of ce 
heat arising from an electric lam 
eae a revolving drum, while the 
uminates coloured letters or designs on 
a front screen. Another type of moving 
sign which arouses interest is that which 


2 out a running ‘‘news’’ message. 
is sign can either be used by itself or 
ag an attention-getter to persuade observ- 


ers to gather near the windows, say, of 
a department store. 


The Night-Sky Projectcr has Big 
[Possibilities 


This type of sign brings to mind an 
even later development, the night 
projector. This appliance offers a whole 
range of new possibilities. In brief, 
messages are projected on to the clouds, 
but this is not a thing which many adver- 
tisers themselves could und e: the 
apparatus required is too costly. It is, 
however, an im t new service which 
is already developed and available for 
advertisers = a competitive rate. 


Various types of flood-lighting are also 
now being used for both interior and 


exterior eee The light is either 


ead over the façade of a building or 
some ular object, such 
nes mark, or large and 


easily readable posters. 


The neon or luminous tube sign is 
rapidly coming to the forefront among 
signs. There is a powerfully arresting 
quality about neon lighting that compels 
attention. But in addition to this quality 
neon signs are economical to run, con- 
suming only a fraction of the current 
needed for lamp-lit signs of equivalent 

wer. They carry an advantage, too, 
fa the unbroken outlines made possible by 
the continuity of their tubing, and this 
has made possible great advances in sign 
design both from an artistic and commer- 
cial point of view. 


The Neon Sign suits the Largest or 
Smallest Display 

Neon signs to-day can be used just as 
effectively for maal window and indoor 
displays as for the huge designs which 
adorn the entire fronts of theatres, 
cinemas, or the giant posting stations 
which dominate in every big town and 
city. 

For many eee the “‘edgelite’’ type 
of neon sign is pipe effective. 
comprises two or more thick plate glass 


treated that light is diffused through 
the edges of the glass. The required 
announcement is etched into the panels 
from the back, and the heavily reliefed 
surfaces of the lettering are flooded with 
on ee hting from a central tube, giving 

es a vivid and extremely legible 
ae The concealment of the source 
of light and the absence of visible rays 
gives the announcement a mystifying, 
detached glow which immediately attracts 
and holds the attention. This type of 
sign can be used either suspended or on 
a pedestal fi . In the latter form 
they are valuable as centre pieces on 
which to build up a window display. 
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AR-LOCK 


The typewriters par excellence for the busy office. 
Their sterling English workmanship ensures 
exceptional freedom from breakdownand renders 
maintenance costs set low. Every modern im- 
provement is included and there are many valu- 
able exclusive features. Write for particulars 


B 








Also the 
BAR-LET PORTABLE 


Cash Price £8 : 8 : 0 complete 
with, Travelling Case 


MADE H7 
ENGELS TO 










An Encseon Telephone on your 
desk places your organization 
at your finger tips -— directors, 
secretary, pee warehouse, 
Clear-speaking, efficient, fool- 
proof, a r faithful servant 














Our new instrument (il) with 
bakelite case and si trans-. 
museion features now in 
production., 

Write to-day for quotaiions and 
Hiterature, and particulars of 

our rental sysiem. 

Ericsson Telephones Ltd. 


67/73 Kingsway, 
London, W.C.2 









BRITISH BAR-LOCK (1925) Co, NOTTINGHAM 
TELEPHONES ENGLAND Telephone: Nottingham 75141/2 











Hire Purchase 
= Accounts ! 


The Seldex method of controlling Hire Purchase and 
Easy Payment accounts ensures quicker posting and 
closer control. By means of small coloured signals 
‘missed’ payments, elther weekly ‘or monthly, are 
immediately thrown up for attention and the exact 
position of each account, as to letters sent, final 
notices, etc., are also automatically indicated. Seldex 
enables a much greater 
volume of business to 
be handled with effi- 
clency and without waste 
of time. 


















are the essence of Good 
Advertising 


a 


Crichton Studios create ideas to help the 
manufacturer or merchant increase his 
business by whatever method of publicity 
is best suited to his requirements Be ita 
press or trade advertisement, folder, leaflet, 
mail card, letter-heading, package design, 


nameplate, poster or poster stamp — test British Hates cise 

the Service Crichton can offer... NOW! Made Darsi 

A aii L DE zhi 
Write for CRICHTON STUDIO 


VISIBLE RECORDING SYSTEMS 


Sole Pateniess & Manufacturers 
INFALLIBLE CARD SELECTING COMPANY, LTD. 
249 CORPORATION STREET, BIRMINGHAM, 4 
Aston Cross 06627 


Broadsheet T7, free on request 


Crichton Studios, Lid (Subsidiary of Greenly'’s Lid.) 
5 Chancery Lane, London, W.C.a Holborn 8406 
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YOU'LL 


LAND 
THE 


BIG 
FISH. . 













. IF YOU USE 
THE RIGHT BAIT 


In the bigger game —anghng for 
business—you must be just as care- 
ful to choose the right bait. Use 
photographs, they penetrate the deep 
waters where the big fish are waiting 
to bite. Get in touch with the 
Wallace Heaton Service and learn 
how quickly, economically and 
effectively, photographs can be 
produced. Phone Mayfair 4484, 


BAIT YOUR ADVERTISING WITH 


PHOTOGRAPHS BY 


Wallace Heaton Ltd. 


STUDIOS: 30 AVERY ROW, W.I 
Just behind 119 NEW BOND ST., W.! 
















Speed, Accuracy & 
Ease of Operation 


MARGHART 


“MASTER OF MATHEMATICS” 


CALCULATING MACHINES 





The 100% electric calculator that is Indispensable 
to every business office. Every operation is per- 
formed electrically and automatically, obviating 
the need for trained operators, 


Tha Marchant will speed up your clerical work, 
reduce your costs and allminate expensive mistakes. 
Guaranteed in avery respect for one year. A demon- 
stration and trial wil! cost you nothing 
Full particulars from 
MARCHANT DIVISION 


L. ©. SMITH and CORONA TYPEWRITERS LTD. 


Melbourne House, Aldwych, W.C.2 
TELEPHONE - - - TEMPLE BAR 2531 








The standard type costs only a few 

unds to instal, and give over thirty 
Poua lighting for a single unit of current. 

There is a still further development of 
the neon sign design. In lieu of the usual 
flat backing letters upon which the neon 
glass tubes are usually mounted, specially 
designed silvered glass or metal reflectors 
are fitted to the faces of the backing 
letters, the angles of these reflectors 
being so calculated that the usual single 
line of neon tubing appears in triple out- 
line. The reflectors are made with a 
corrugated or wavy surface, the lines 
being so di as to give an extremely 
interesting and artistic: effect. 


The daylight effect of these signs, too, 
is very striking, the rays of the sunlight 
being reflected to a remarkable degree. 


When applied to double outlined letters, 
especially if the letters are fitted in con- 
trasting colours of neon tubing, the effect 
of the colour combination in the reflecting 
backing is briliant, and further, produces 
a curious sensation of movement, which is 
very attractive to the passer-by. 


Neon signs can, in fact, be adapted to 
almost any use. In many cases existing 
illominated and non-illuminated facias can 
be converted into far more effective adver- 
tisements by outlining the main features of 
the sign in neon tubing, and there are few 
displays to which neon additions cannot be 
made. 


The publicity value of a sign depends 
upon its position, design and type. Getting 
the best out of a position and a sign is now 
a specialist’s job, Business men con- 
templating new signs for their business 
will find that the cheapest and quickest 
way to ascertain exactly what signs can 
do for them is to get into touch with a 
firm of sign specialists, who will be ready 
to submit sketches, to assist in the choice 
of sign, and to clear up any technical 

oints which may arise in connection with 
ocal bye-laws and restrictions, and under- 
take installation and maintenance service. 


The value of “Transfers” and “Silk 
Screen” Printing 


In connection with the smaller type 
signs of great importance is the wide 
range of transfers which is. available. 
There are varnish transfers, water trans- 
fers, heat fixing transfers, and transpar- 
encies. The advantage of these is their 
low cost, and the fact that they enable any 
business man to affix on any signboard, 
window, or manufactured article, a 


coloured design equal in ev way to 
the work of the most highly skilled sign 
writer. 

Another 


important item for the sign 
user is the sulle screen printing process. 
This makes possible to the small user all 
the advantages of the most complicated 
showcard designs printed in full colour, 
but at a mere fraction of the ordinary 
cost. By this process, in fact, the printing 
of a highly-complicated colour job can be 
begun after an initial expenditure of only 
20/- to 40/-, and the user is not com- 

ed to take a long run as he must to 
make ordinary printing economical. He 
can have as few copies of the silk screen 
job as he likes. 


Embossing machines also offer big 
advantages to the sign user. With them 
he can make up his own wording as and 
when he wants it. He can make as many 
or ag few signs as he needs. The cost is 
low, and the appearance of the finished 
work in strikingly neat and dignified. 
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Save Time — 
Increase Efficiency 


with 








CARTONIA 
INDICATORS 


MODERN business, to be successful, needs 
modern methods. Foremost amongst these 
x the Cartonm Indicator; probably the 
most useful article ever invented for the 
business man. 





The , or other Staff Offictal, ste., 
without leav his desk, by pressing a 
button on the tor box fs immediate] 


informed automatically whether the chief 
engaged, out, or if he may enter the chief's 
room. 


The Cartonia Indicator may be had in 
three models, “A”, “B” and “C”, 


Efficient service is guaranteed, and over- 
al] dimensions are only Gin. square. 
We will call upon you to demonstrate, 


CARTONIA INDICATORS 


317—8 FINSBURY PAVEMENT HOUSE 
MOORGATE  E.C.2 
Phone: Metropolitan 0457 








EKCORDS... 


. . . the two words are linked 
together in many businesses. 


To think of records is to think 
of ‘‘ROBIN’’ LOOSELEAER 
BOOKS. 


Busy men find that ‘ Robin” 
Books save their time. Making 
entries and referring to them is as 
easy as using a diary. The “Robin” 
system is more economical than 
card index. 


May we send you on approval, 


one “Robin” Book 581B bound full 
maroon buckram, complete with 
A-Z index and 200 leaves 5 x 8 
ruled stock record, feint, cash or 
double ledger for 9/6 post free ? 


Ask for a copy of our 66-page catalogue 
J. W. RUDDOCK & SONS 


LINCOLN 
Also at 3 Old Jewry, E.C.2 














TREND AND LEVEL 
OF SALES 
(Continusd from page 16) 


The form in which the figures are 
published makes it impossible to calcu- 
late a satisfactory long period trend line 
for comparison with the other indices. 


Sometimes we get entirely different 
indications from the different figures. 
Over the past two or three months, for 
example, employment has been improv- 
ing in Northants, and becoming worse 
in Leicestershire. The bank clearing 
figures for Leicester show a considerable 
decline over the past few months, which 
confirms the unemployment change. 
Newcastle, on the other hand, shows an 
increase in clearing figures which is not 
confirmed by any considerable change 
of employment. In the retail trading 
figures Scotland has made a fairly good 
showing over the past few months, 
much better than the trend of unem- 
ployment, worse than the English 
average would lead one to expect. 


Sometimes even vague indications of 
output are useful in forecasting changes 
in prosperity in areas. So Taras possible 
we keep records of the main prosperity 
indicators. As we go through our area 
sales records month by month we find 
certain areas which show outstanding 
upward or downward trends. We find 
first whether in these areas there has 
been a noticeable change in prosperity 
which might explain the particular 
trend. If there has been a decline in 
prosperity, then some part of the down- 
ward trend is explained. In default of 
any such explanation then we have to 
decide what steps shonld be taken in 
that particular district to correct an 
impending serious position. 

So far I have dealt only with the 
relation between sales and prosperity. 
There ig another relationship which 
ought to be checked up, and that is 
between sales and distribution. We 
have records available of the number 
of our accounts of the main different 
types in each of the areas for which 
we have sales per head information, so 
we can compare our sales per head with 
the number of accounts per thousand. 


For the information to be complete 
we ought to know the ratio between the 
number of shops with whom we have 
accounts and the total number of shops 
of that type in each district. At the 
present time there is no reliable inform- 
ation available. What-is wanted is a 
Census of Distribution, which will 
record the number of shops, number of 
persons employed, and possibly some 
indication of the turnover—such figures 
analysed by the usual Census areas. 
One of the aims of the International 
Chamber of Commerce Committee on 
Distribution is to bring pressure upon 
the Government to undertake such a 
Census, the results of which would be 
invaluable to all manufacturers who had 
any interest in the retail distribution of 
their products. 


SOMETHING WENT WRONG 
(Continued from page 18) 

they make sure that materials are on 
hand so that packing can proceed 
uninterrupted. Nothing should be 
missing, because each supply was 
ordered six weeks previously when the 
quota was set. So when an order is 
to be packed, all the packing materials 
are assembled in advance from the 
standard lists. 

Buying specifications are in the fourth 
book. This is the most recent of the 
lot, and it is still not quite complete. 


These four—factory, regulations and 
standard practice; the formule; the 
packing specifications; and the buying 
specifications—form standard instruc- 
tions which concern the manufacturing 
departments in each of our ten fac- 
tories in different parts of the world. 


In unmistakable print is set forth the 
proper method, based on previous 
experience, for making each of our 
products. There is a photostat print of 
each typical machine setting. 

The factory manager’s permission 1s 
always required for a variation from a 
standard instruction. The manager 
finds it inadvisable to give his permis- 
sion unless there is an emergency situa- 
tion, or unless someone thinks he has 
a better way of doing the same thing, 
and wants to try it out in actual pro- 
ductions. Under these circumstances 
permission is granted; and if the new 
process seems better, then a test run 
is made and the results laid before the 
men who signed the original instruc- 
tion. If all agree, the new process 
becomes the standard—and everyone 
signs it. 

We Check to see if Standard 

Practice is kept to 


We have methods of checking 
whether the standard instructions are 
being observed. One of these is the 
yield of product from a given amount 
of matenals. Every batch is calculated 
and checked against the normal yield. 
If, in a certain operation a given num- 
ber of pounds of fat is supposed to 
yield a certain number of pounds of 
soap, and actually produces less, then 
something is wrong—almost surely the 
method employed. So the procedure is 
watched, and the man in charge is 
reminded that he has a book to follow; 
if he thinks he knows better than the 
book, he can always tell the manager 
and have a trial run. 

But it is not usual in these depart- 
ments that the ‘‘better’’ ways are 
employed against specific instructions. 
There is always someone in authority 
watching these processes and catching 
any variations. We find it is usually 
in the out-of-the-way corners of the 
factory that people are less likely to 
follow the instructions. For this reason 
particular attention is paid by the 
supervisors to the isolated spots in the 
factory where oversight is not constant. 

It is in the isolated departments that 
management experiences the greatest 

(Continued on page 36) 
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AMAZING $ALE 


of 230 fine Oak DESKS 


60 x 3! 


54 x 3I 





12-Guinea DESKS at only £5 


Sent on 7 days’ Free trial to any ap- 
proved customer (Carriage Free) in J.K. 


Here Is an opportunity to be seized, for NEVER before 

have n offered at such an absurdly low 

price, it follows the record purchase of a maker's 
stock for cash, ACT NOW. 


There aro 2 sizes: , 
54 x 31 (x31 high), clearing at £6 0 0 
60 x 31 (x3i high), clearing at £6 12 6 
Each desk is of real Oak and poluhed Golden colour. 
There are 6 separate drawers, with locks 
Other shades of oak or Mahogany [5/- extra. 


Order on 7 days’ trial NOW. 


OSDA LTD., !7/19 Old Bailey 
Phowe : GITT 4508 (4 fins) LONDON, E.C.4 


The 
SPEED SYSTEM 
OF FILING 


The British Autofille: 3d. j 12/6 


a Portable Filing Cabi- 

net for letters. Opens 

like the drawer of a cabinet, giving easy 
access to contents. May be opened out 
flat or fitted to existing cabinet. Write 
for full particulars of this popular 
range of filing devices to 


The BRITISH AUTOFILE Co. 


9 Beer Lane, E.C.3 Phones. Royal 3660 
15 Philpot Lane, E.C.3 Monumeni 0304 


Branches at NEWCASTLE, GLASGOW, 
WIGAN, AMSTERDAM, etc 




















| 
PRODUCTION 
have YOU tried | 
REAL PHOTO PUBLICITY ? | 

250 Photo Postcards - 17/6 
500 - 29/- 1000 ~ 52/6 | 
: 


The following are also recommended useful 
sizes :— 7x5} BEXxX64 Ilx? 12x10, ace. 
WE ARE REAL PHOTO SPECIALISTS 
Send for our leaflet * Real Photo Publsesty Pays” 


B. MARSHALL & CO. 


PORD STREET - . NOTTINGHAM 









your pro ducts 


The contents of GUELPH Casks always 
travel safely—because the special con- 
struction of these casks, Incorporating 
two layers of tough veneer, gives un- 
usual elasticity combined with great 
strength. Lightness Is another feature 
of GUELPH 








descriptive 
booklet on 
request, 


SEALED CRNA TONS 
WEST FERRY RO 
MILLWALL E i4 





Printers 


with own Paper Mills. 
Get a Lower Price from 
Drayton. - Ask us to 


quote on your next job. 


DRAYTON 
Printing Works 


South Park, Fulham 
London, S.W.6 


printing since 1856 
paper over 200 years 


FRED. G. DRAY, MANAGING DIRECTOR 








PUBLISHED BY PITMAN 
Executives Recommend this Book 


PRINTING 


Its History, Practice 
and Progress 


By H. A. MADDOX 
second edition. Definitely a 


book tor the shrewd buyer of prinring 
and the advertising man. It provides an 
up-to-date survey of every modem 
branch of the ing trade, and of the 


send 5/4 toinolude postage to 


Sir Isaac Pitman & Sons, Ltd. 
PARKER STREET, KINGSWAY, W.C.2 








A Planning Department 


How Organized 


Send for a free copy of this 
description of our methods 


WALLACE CLARK & COMPANY 


CONSULTING MANAGEMENT ENGINEERS 
(Clients in ten countries) 


European Headquarters : 
25 Ave. Vietor-Emmanoel Jll, Parts 


New York: Graybar Building 


enough ! Strong, li 
Indwmpenss : 
WESEN & ANDI LTB. ib. 
Woodworkers, BIRIIFGHAM § 
: 4 Gt. Marlboro’ St, W 
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Purchasing Power and Trade Depression, 
A F. M. Durbin, B.A. (Jonathan Cape, 
63.). 

Mr. Durbin, who is an assistant lecturer 
at the London School of Economics, has 
analysed those theories commonly known 
as ‘‘under-consumption’’ theories. 


From the beginnings of economic science 
the problem of consumers’ 
power, to with the occurrence of 





industrial depression to a deficiency in 
consumers’ income. Mr. Durbin, who has 
spent some years of research on the subject, 
has assessed their value to the under- 


standing of the of monetary 
circulation and Gade daprosian: 

The Appendix entitled ‘‘The views of 
Major Douglas and certain other Gentle- 
men’’ (which ts to be lished by the 
New Fabian Research Bureau as a 
phist under a different title and with slight 
modifications) contains a number of useful! 
charts, and is followed by a com ensive 
index to the important sections of the book. 


The book should prove of great value to 
those business men who wish to discover 
what theoretical economics can contribute 
to the understanding of our present ills. 


Patents Sim written and pub- 
lished by Herbert J. W. Wildbore, Patent 
Agent, of ror, Leadenhall Street, London, 
i net; and in pamphlet form, post free, 


The importance of new inventions in 
industry cannot be too highly streased, for 
they virtually constitute the new blood so 
essential to proper well-being and progress 
in any manufacturing organisation. 
Strange to say, however, comparatively 
few seem to appreciate or to be aware of 
the peculiar advantages the Patent System 
offers to those who evolve or make use of 
inventions, 

The subject of Patents is essentially 
technical in nature and this, maybe, 
accounts for the scarcity of handbooks 
adapted for the enlightenment of the 
ordinary business man. Considering the 
compact form of Mr. Wildbore’s book, it is 
ramarkable how comprehensive a survey 
it gives of the Patent System prevailing in 
this country, and a further advantage is 
the fact that it takes notice of recent 
changes of the Patent Law effected by the 
Act of 1932. 


This book is ‘well arranged and deals 
with all aspects of the subject in a manner 
making the whole easy to follow. After 
perusing its pages, one is not only made 
conversant with the general working of the 
Patent System, but realises also that dis- 
tinct benefits are available for those who 
seek and secure protection by Patent. 

The Lombard General ode. (Code Ser- 
vices, Ltd., £3 38s., plus 218. per annum.) 

This is an Improved cabling code and 
service which has many advantages. 

Every business man knows the older 


systems. He knows that he may have 
to invest as much as {150 on copies of 





codes which may soon become obsolete 
and need replacement. 


The cable is to the business man who 
trades abroad what the telephone is to 
the man trading at home. 


A code service may be readily com- 
pated, therefore, with a telephone service. 
In each, efficiency may be measured by 
the ease and privacy with which one mem- 
ber of the public can communicate with 
another. there were thirty or forty 
different kinds of telephones in a country, 
trade would be considerably hampered by 
the fact that only users of the same type 
of telephone could speak to each other. 


The lack of uniformity in publishing 
codes for cabling has, in the past, placed 
the cabling public in a position similar to 
this. 


Now, however, this code plus a service 
has been created to make cable communi- 
cation all over the world easier, quicker, 
more economical and more secret. It is 
the outcome of years of study by special- 
ists in code production. 


The new service offers: 

I. A General Code (ready); 

2. À specialized Shipping Code (in 
preparation); 

3. A Special Banking Code (in prepara- 
Gon. 

4. A Secret Cipher. 


A fee of £5 5s. is charged for a sub- 
scriber to hold one complete set as above 
and a fee of one guinea per annum, per set, 
for the service, which includes addi- 
tions and changes in the code at any time. 


Thus the code never becomes out of 
date. The user is never called upon to 
buy new copies to replace obsolete edi- 
tions, nor does he have to advise his 
correspondents of changes, as the code 
service automatically carries out all this 
for him. 

While the transport and banking sec- 
tions of the code are being compiled a 
reduced entrance fee of THREE guineas, 
plus the guinea per annum, is being 
offered to subscribers. 

The general code is already in use and 
is em being taken up by leading busi- 
ness houses. 


The Shipping and Transport code now 
in preparation is based on actual messages 
taken írom the telegram files of some of 
the leading shipowners and shipbrokers 
and a careful examination of charter 
parties, ports and places of geographical 
phrases, voyage phrases, commodities and 
commodity phrases. 


The code includes extensive oil and 
coal bunkering phrases, a list of steamers 
from the latest information available at 
Lloyds, carefully selected numeral and 
money tables, tonnage tables and general 
shipping phraseology Comprehensive 
arian relating to transport by air are 

eing included and will form a distinctive 
feature of this volume. 






PLEASING TO THE EYE! 
PAYING TO THE PURSE! 








“ Beauty and Economy” are Twin 
Sisters when your Box orders are 
entrusted to the 94 year old firm 
of Robinsons of Chesterfield who 
bave made 
“MORE BEAUTY IN BOXES” 
their slogan for 1933. 

A fine staff of Designers, assisted 
by Members of the Royal Academy 
are busy at work translating 
this ideal into practice, 


It will pay you to consult us about 
the packing of your new line. 





ROBINSON & SONS, Ltd. 


Producers of High Class 
Cartons and Boxes 


CHESTERFIELD & LONDON 


ROYAL ALBION HOTEL 


Brighton 


Mr. Harry Preston invites you to forget 
the cares of business—at least, for a time. 
Reservations may be booked by writing to 
H. J. Preston, Royal Albion Hotel, Brighton 


Telsgrams : Telephone 
“BRILLIANCY, BRIGHTON” BRIGHTON 3103 
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CUT THOSE 
DEAD CHARGES 


You can save perbaps 


half the cost of blotting 


Send for samples of 
VY 
eBRVICES 
° 
S © 
UPERSo® 
The unique green blotting with 
a big price saving 
17} x 224 
i Ream 6/6, $ Ream 12/-, 1 Ream 23/- 
Carriags Paid 
LANCASTER BROS. & CO. 
Envelope Specialists 


Shadwell Street, Birmingham 4 





BUSINESS 
and 
MARKETING 


A good Letter Heading 
- will HELP - 





J.&H. Bell, Ltd. 


Printers, Die Stampers and 
Photo Process Specialists 


Carlton St., Nottingham 


The Banking and Finance code is being 
constructed from the information gathered 
from a search of cable files extending over 
banking interests in all parts of the world. 
There will be a very carefully compiled 
money section and numeral section, a full 
list of banks with their important branches 
in various towns, facilities for telegraph- 
ing draft numbers in the most economical 
manner. It will cover all stock and share 
broking, insurance broking and all forms 
of financial operations. The value of this 
volume will be further enhanced by the 
inclusion of an extensive range of legal 
p 

The publication of these two sections of 
the code is being delayed until 1934, to 
take advantage of certain technical con- 
cessions made by the Madrid Conference. 


Revision of the codes will be under- 
taken periodically. On certain dates which 
will be decided upon in the best interests 
oi members, the publishers wil entirely 
revise each code. 


Whenever a volume is revised, a new 
copy will be sent to every member, with 
the date on which the new edition will 
come into use. The old edition can be 
discarded and the change-over made simul- 
taneously and automatically throughout 
the world. Members have, therefore, no 
uncertainty as to what their correspond- 
ents are doing. 


To sum up, the new code service is being 
conducted ily to give the highest 
standard of service to subscribers. The 
simplification of their cabling problems 
will be its first consideration. The average 
saving which it will make possible on all 
cabling costs is stated to be 28 per cent. 
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HOW WE GET -THE BEST OUT 
OF EXECUTIVES 
(Continued from page 8) 


that.’’ Nor can I allege “You said you 
could do so and so,’’ when actually he 
made no such claim atall. His original 
typescript is brought out and we analyse 
it to see where and why things went 
wrong. We don’t look for blame, that’s 
childish among men who understand one 
another, we look for remedies. 


It Is a Crime to be IIl and Stay in 
the Office 


Another of our little plans which 
makes for happiness-—-and for a saving 
in costs—is that I refuse to allow any- 
one who feels unwell to remain about 
the place. No executive suffering from 
the onset of ‘flu, a cold or anything 
else, can do his job efficiently, let alone 
happily. Moreover he is bound to affect 
others. The moment a man is sick, 
therefore, off he goes The man him- 
self benefits by quicker treatment at 
home and absence of worry about his 
job. The company benefits because the 
illness is confined to one individual 
instead of spread throughout the office, 
and also by getting the individual fit 
again and back to work more quickly. 
The gross yearly hours of absenteeism 
have substantially decreased since this 
plan was put into force. 
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SOMETHING WENT WRONG 
(Continued from page 33) 


difficulty in establishing a standar 
practice. Usually the method employe 
is known only to two or three men whi 
have worked there for years, and whi 
are loath to talk about their “‘secrets’’ 
Under such circumstances, it is advis 
able to place in the department a mai 
who writes down accurately what h 
sees done. He actually works ther 
and writes down the methods used, anc 
afterwards the procedure is submittec 
to all affected for approval. 


I have mentioned that laborator, 
tests are part of our standard practic 
instructions. Each one of the approve 
tests is, we think, the one best way t 
run a test. But even if it is not th 
best way, all our tests are made o 
the same standard basis. Thus, i 
laboratory assistant A makes a test o 
one batch, and B makes one o 
another, their results will be compar 
able. 


Outside laboratories of unquestiona 
standing frequently submit to u 
figures which vary greatly from ou 
own tests on the same material, evel 
when made by what is nominally th 
standard method. Perhaps the outsid 
analysts are as capable as our own, bu 
their results may be arrived at by i 
slightly different technique or the us 
of a different chemical reagent tha 
our own; hence their results are no 
so useful to us as those we have made 
simply because they are made on i 
different basis. 


Our standard tests are for all rav 
materials, also while in process, as wel 
as for semi-finished goods. They includ 
the limits of tolerance as well as th 
procedures for testing. Even thoug! 
there may be but one way to make | 
test, having it standardized saves look 
ing it up elsewhere, and makes sur 
the result is within our limits o 
acceptance. 


How Standard Practice Facilitate 
Costing of Materials 


Many of our products are manufac 
tured only occasionally, in lots to las 
for some time. When an order come 
to a foreman, he can turn to his bool 
and see exactly how much material t 
order from warehouse stocks, how t 
use it, the standard piece-work rates 
number of employees to use for eac] 
operation, and how to perform th 
operation. Of course, as foreman, h 
has been through it before, but hi 
memory is put to no’strain, and ther 
is no danger of error. It is all befor 
him, ready to proceed. 


That is one of the principal values o 
our standard practice procedure. I 
relieves all of the necessity of doing : 
lot of thinking which already we hav 
done before. It relieves us of a 
infinity of detail; we simply put th 
detail out of mind, knowing we ca 
turn to the instructions and find wha 
we want when we need it. 


line (av 


| ge 7 we 

aunts as one line and is to be paid for. 
single insertions. Special rate for “Appointments Wanted” 
charge. A nnouncements for next issue should reach BU SINE SS 6 Carmelite Street, London, E. C. 4, not later than fH 


veal jamie em AAR ie errant 
Nabe ii 


BOVERTISING NOVELTIES 


i 'ngCalendars,Blotter-diaries, Pocket 
gold. block with your advertisement for 
resentation to customers should be ordered 
Harper & Co, Ltd., 258-262, Holloway 
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ING SERVICES 


aly kind worth while is 
Valnable booklet ‘‘Resultant 
Principals. Merritt Adver- 
itehall, Sandon: SWL 
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fertisement and Folder 
price Material, Speciality. 

Competitive Prices. D. 
Darwen. 
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S VACANT 


Best Paid Job in 
every week. You 
wigh-salaried manager- 
For Free Book telling 
ins, to Business Service 

Street, E.C.4. 


Gel Fern’ 8 “Book i 
actical postal courses 
omen to better jobs i 
Mon the road. “Book 
fern Business Institute, 
Face, London, W.C.1. 
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Write for this Free 

y courses The School of 

The School can guarantee 

fa of the system of fees by | 

r School's record of successes. 
Pains of industry, university pro- | 
Fts say about Schoolof Accountancy 
iol of Accountancy, 550, Bush House, | 
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yanuk cturing Company offers to buying 
agents a wonderful opportunity in a distribution of 
new. patented mass product. Agents required in all 
parts of U.K. and British Colcnies..--Box 144, Business, 
6 Carmelite Street, London, E. Cog. 


181, Business, 6. Carmelite Street, 


' Secretary, 


| Hill, Lonion. 


24%, discount for 3 insertions, 5% for 
; 3 insertions for price 
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APPOINTMENTS WANTED 


| Secretary, Accountant, Office Manager, etc. 


Jualifed man, 18 years) experience Company Law, 
Financial and Cost Accounts, Statistics, ete., 
gressive appointment. Available immediately, 
B.C. 


Box 


Accountant, 
One who knews how to apply his experience and know- 
ledge 
progressive appointment, =- Box 
Carmelite Street, B.C.4. 
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EDUCATIONAL 


Learn to write Advertisements and earn 
ifrom £5 to feo per week, 


Unique offer open to those | 
writing fer our free book “Advertising as a Career” 
Dixon Institute of Advertising, Dept. 2, 195, Oxford | 
SITOCI, London, Wr. 


| You can make your spare time bring you a 
full-time income in a fascinating business of vour own 
at home. New method ensures success. 
capital only needed; no samples or outhts to buv; 
no rent, rates or canvassing. mend to-day for free 
booklet to Business Service Institute. Dept. 861, 
Carmelite Street, E.C.A. 


FOR SALE AND WANTED 


Wanted. Kardex Cabinet witha capacity of | 


732 Records 6 in. by § inBox 141, Business, 6, Caro ; 
melte Street, E.C.4. 
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“One (1)—‘Facsimo’ Duplicating Machine, |; 
complete with stand and ace PSSOTIES, printing surface | 
r3in. x rin., in goad condition.’ Offers invited—Apply 
Box 142, Business, 6, Carmelite Street, E.C.4.. 
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LITERARY 


£50 Cash for Poems—particulars free. MSS. 
of all kinds also invited for prompt publication, especially 
Fiction. No reading fees.-—Stockwell, Ltd., 29, Ludgate 
Estab. rigf&. 
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Office Manager. | 


», in satisfactory fulfilment of above duties seeks | 
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Don’t Order Blotting till you Have ested 
“LBC. SUP ERKRORKB” The blotting TNE ig dierent 
with a big price saving. Send for Sarees, we: Pond 
sostage if addressed. Lancaster Bros, a Co iaeia 
Shadwell Street, Birming haw. . 
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man system yet devised. Gthers saa SOVU. ; 
weight in god” Mow Bs back Hf mot saine. Me: 
| D. Burbidge & Co, 86a, Turner Street, Northameion: 
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i Hectograph Supplies. Gelatine Rolls, Joke 
Ribbons, Pencils, Carbons. Write fer PRPC E 
F acsinis Process of Reproducing gine 
| hil-Brook Time Recorders, Lad, 
London, 5 W., 
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Time Recorder Cards, Supri 


| Maintenance Service, Repairs, Overhanis, 
Crledhill-Brook, Ltd, Empis Works, Mudd 
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For Comfort fit a a Page Door Ci 


The cheapest il a 2 t aE 


valie abtainable.. 

E inish, it is 
SAMPLE SENT ‘ON LPRPRGTY AL 
or write to-day for tist XPS ros. n Y 
Achurch, Lid., Broad Street, Binpiogharmi, x. 
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| Machines ; Cale ulators, "Dupin 
i Recorders for coating ¢ 
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Where a uniform temperature has 
maintained Ms heer Avbarmeatc © 

iimndispensable. in addition they dis 

Cleaner and healthier— they mansiai t 

| evenness unobtainable with coke or con 

fort at no more expense. Safety of stock 

i investigating. As supplied to large Pre 

i Houses. Enquire local beating engineer 

OBS. Prices from giao, fixed compiete t : 
| heating apparatus. -Parker Winder and Achure®.oe@k. 
| 105, Broad Street, Binmingham, 1. 
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BUSINESS GOODS & SERVI 


Incorporating “WHERE You CAN GeT IT” 


| TRADE MARKS REGISTERED 
INVENTIONS PROTECTED 


AT HOME AND ABROAD. 


REGINALD W. BARKER & CO. 


PATENT AGENTS 


ls LUDGATE HILL, LONDON, E.C.4 


Established 1886 


BOOKLETS SENT FREE ON REQUEST 
: ` Telephone ; Central 1882 


CALCULATING MACHINES 
GILBERT WOOD (Anthmetical Machines} 
758 Queen Victoria Street, E.C4. 

Telephone : 


VISIBLE INDEXES 


BIZADA {(CARTER-PARRATT, LTD.), 16, Victoria 


St, London, S.W.1. 'Phone: Victoria 1045/6. 


Ltd., 


Citv 2295 


DECORATIONS AND REPAIR . 


SHOP, OFFICE AND WAREHOUSE rivers 


C.J. HAWKINS £ 
43, GREAT SAFFRON 
HILL: ae 


Biectric Lighting 
Painting 
Decora ting 

Plumbing and 
Crastitting 

Repairs of every 
description 


earner aeseremnte 


Estimates Free 



























A business without its # 
records is like a ship = 
without charts or 
compass. 










| THEREFORE THEIR PROTECTION AGAINST FIRE IS 
HE FREQUENT INSTANCES OF THE DESTRUCTION BY FI 
7 OF VALUABLE BOOKS AND PAPERS HOU 


ORDINARY TYPE OF STEEL OR IRON SAFE? 
UNCERTAIN PROTECTION. 





MAKE SURE YOUR RECORDS, ‘ 
VITAL BUSINESS PAPERS ARE . 
DAY AFTER THE FIRE BY THE 

CERTIFIED LB, SAFE-CABINETS & SAN 







LB. SAFE-CABINET Equipment is 
CERTIFIED (by independent authorities) 
as a result of scientifically conducted 
furnace tests to afford its contents 
MAXIMUM protection against fire, 
heat, water, fall and impact. 















FILL IN THE POSTCARD WHICH IS ENCLOSED AND WE WILL LET YOU HAVE, WITHOUT OBLIGATION, 
PARTICULARS OF THE FULL RANGE OF OUR RECORD PROTECTING SAFE-CABINET EQUIPMENT 


Library Bureau Ltd. 


1 LEADENHALL STREET, LONDON, E.C.3 


TELEPHONE : MONUMENT 3921 (Seven Lines) 


MANCHESTER BIRMINGHAM GLASGOW LIVERPOOL 
NEWCASTLE-ON-TYNE | LEICESTER ~ 7 


Showrooms in following Cities :- 


‘BRISTOL DEEDS 
NOTTINGHAM pee 
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-TAYLORS mieso TYPEWRITERS- 


Cash Registers, Calculators, Time Recorders 
Adding Machines and Duplicators HIRED AND REPAIRED 


OFFICE PRINTERS, GESTETNERS, RONEOS, GAMMETERS, ETC. 


“THE IDEAL ” NO MORE TELEPHONES 
THE SUPERB TYPEWRITER Telephone Extend 












If you use Telephone Extending Arms 




















Extend and Swing in =v direc- 
tion. Supplied with fittings for 
wall, desk or table. 







ai saves the i R 
typist’s time Extending 

and your 23 inches en 21/- 

notepaper, 27 i 29/- 






Tap the lever 
and the line 
guide moves 





IE MS 
S0- u .. 278 






down. 3 
Price, as Post free. 
illustrated. | Message Recorder 3/6 post free. 





Hygienic Glass Mouthpicces (prevent 
influenza) for G.P.O. phone 2/2 post free. 
The modern 
method of fas- 
a tening papers. 

Tá Makes clips ont 
mete TAPPIT of paper itself, 
i CUIPLESS Post free 10/6 
pram FASTENER And cheaper 

SS model, 

5/6 post free. 


SPECIAL OFFER 


NEARLY NEW 


j= 
And cheaper 
model. 15/6 

















The flow of repeat orders for “Id:zl,™ mor? than 
testifies to the merits cf this ideal machine, 

A user writes: ‘“‘scnd us two more ‘Ideals’. 

Our typists all want to use those we have.” 





Will multiply, divide, 


110th "time taken to Book-keeping and Accounting 
15x10x99 Machines, Loose Leaf, Fanfolds 

Tens transmission or Book Writers, with or with- 
Write for details. out Adding and Subtracting of 


all makes, at Bargain Prices. 





THE ADDOMETER 
NO MORE ERRORS. Use the wonderful 
pocket Addometer. Adds and subtracts rapidly 
and accurately. For English ping: t or 
Ordinary Figures and Feet and Inches. 


FOR 
POCKET. OR 
D 


THE BIJOU QUIET PORTABLE 
Its real quietness and light touch are a real aid 
to efficiency, while its compactness, lightness, 
reliability and beautiful work make it THE BEST. 
With four-row standard keyboard, complete in 
case. (Weight 8 lbs., nearly 2 Ibs. lighter than 
all other portables.) 











€iS Ss. Od. imple Any- 
complete in case. sindy me gm it 
‘ <<} In Plush-lined 
SAVE LOSS, Y j ducoid case. 
PREVENT FRAUD, : a 
PROTECT YOUR sk Fa 
CHEQUES WITH | SAVE 80°/, IN POSTING TIME 776 
A SAFEGUARD?” & And let your business-getting letters look like - Post (ree. 
CHEQUE WRITER personal letters with actual postage stamps by When ordering state for what money required. 
using the TAPPIT stamp affixer. Also cheaper pocket Adder for ordinary figures 
. : Cheaper and quicker than a Franker, all stamps and Indian money. 25/- post tree, 
As used by the leading firms. Do you realise fixed, checked and counted in one operation. 
that an altered cheque is your liability ? British made and guaranteed. 
Bargain. New: €8 8s. each Write for details. 


All makes of Cheque Writers in stock 
at half usual rric3s. 


BARGAIN OFFER 





/6 


J + Post free, 
Fire - resisting and aga 








na E = oia TEUATIN ONTT 
Jffice upboards, UN l . 
finished art green, THE pir UNIQUE Se : a WITH RUBBER NIB 
lever (yi Aapa Swinging & Detachable À oe n Writes PS thick line on paper, canvas, 

i Ne = =) i === - 2. w . metal, glass or any su face. 
Bi ran A LETTER TRAY SET = = For ‘Addressing Parcels, Writing 
freed 45 |- ' HERD kun Notices, Price Tickets, Laoelling 
£2 INS. GEC p- A big aid to a EEEF <= + — = Goods, etc. 
j0 ins. high, efficiency. = — >» -- ——2 — 
iia i All trays lift a =e = ——— PRESERVE 

| ADAS, Sep. A off, are pea N = — YOUR LETTERS 

| Ott. high, 2 ft, wide, interchangeable, A == 

18 ins. deep, as swing out of “s ; and Records from 
illustra- £4 10 aw dust and Er by 
ted. using pur Green 

| fone carriage paid. = Vertical aay a 

i Su a. na wees y. ` Complete with post mea) Ta A 

i e pr.o? o Number of Trays per Set. and fitting for wall : 

f Essential for storing Material of Trays. 4 Trays. 3 Trays. 2 Trays. or desk. All inland 4 drawers, ato 

| Kocks, Papers, Box Light or Dark Oak’.. 35/- $1 - 27/- carriage paid. £6 7 6 

| Files, Letter Trays. Real Mat y 45/ 40) g5/- Approximate internal 4 drawers, f scap 
Ohb-r sizes equally ca) manogan} ee ” = dimensions of trays 8 8 9 

cheap. Steel, Finished Art Green 45/- 40- 35/- 13} x O} x 2$ inches. Carriage paid. 
Phone: Holborn 37?3, or write for Bargain Lists and Particulars.. TEMPORARY TYPISTS SENT OUT. 
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The Business tide is flowing 
ARE YOU READY FOR INSTANT ACTION? 


BY THOMAS DIXON 


Business is expanding. Confidence is returning. After a long and 
weary period of doubt and disappointment the ray of hope gleams 
“steadily more and more brightly 


nemployment is diminishing: more 
and more men are getting to 
work. Coal alone excepted, all 
the ‘‘heavy’’ trades are feeling the im- 
provement. And where the ‘‘heavies’’ 
lead, the rest invariably follow. The 
““heavies’’ led the depression: they will 
lead the way back to prosperity. 

Now is a testing-time for British com- 
merce, a|time when every business man 
must be) ready instantly to snatch the 
opportunities that will offer. Rivals 
all the world over, at home and abroad, 
will be eagerly awaiting their chance, 
and many a fortune will be won or lost 
according to our ability or inability to 
act swiftliy and decisively when the aus- 
picious moment arrives. 

There 4s no time for apathy or luke- 
warmnes$. British business must make 
up its mind either to go ‘‘all out” for 
every scrap of trade that is going or to 
sink bagk into insignificance in the 
world of’ commerce. 


GET OUT AFTER NEW 
BUSINESS 


Every, additional order you secure, 
every additional pound you pay for raw 
material, every additional pound you 
spend on wages is turning money over, 
increasing confidence, helping trade to 
recover. That is a bed-rock fact which 
can only be ignored at our peril. We 
can, by our own exertions, help to speed 
up the wheels of the trade machine. 

All this demands time for thinking, 
for planning, for organizing. That 
brings us to the root of the difficulty. 
Business men to-day have much on 
their hands. Staffs have been reduced 
in many cases to the minimum: prin- 
cipals have taken on work which for- 


merly was done by subordinates. How 
is the executive to secure the time for 
the work not only of carrying on busi- 
ness as it is to-day but of securing as 
big a share as possible of the new busi- 
ness that is coming? 

That is where The Dictaphone at the 
moment is all-important. At once it 
confers upon the busiest executive the 
power to do more work, gives him the 
time to devote to getting more business. 
It solves at a stroke one of the greatest 
—perhaps the very greatest—of his 
difficulties. 


A BUSINESS DEVELOPER 

When business is expanding and you 
want all of it you can get, either you 
and your staff must do more work or 
you must increase your personnel, with 
all the attendant trouble of training 
new hands who are strangers to the 
business. 

Don't engage new staff. 
Dictaphone. It is cheaper and more 
effective. It falls into your office 
routine as no stranger could. It saves 
you and all your principal assistants at 
least an hour a day apiece. It doubles 
the output of the typists who take your 
dictation. It will put you in a position 
to seek more business and, having got 
it, to carry on the work without costly 
staff-increases for a long time to come. 

In other words, you can make The 
Dictaphone the instrument öf develop- 


Install The 


ing your businéss. That is its real pur- 


pose—to enable you-to get the extra 
trade you need and to handle it without 
adding materially to your overhead 
costs. That means not only a bigger 
gross profit but a bigger percentage of 
profit as well. 


Remember that with The Dictaphone 
on your desk you can handle every 
detail of your executive work instantly, 
efficiently, without a moment's delay. 
You can dictate at once every letter 
that will help you to get more business. 
You can make an instant note of every 
business-getting idea the instant it 
comes into your mind—then it will 
never be lost. You can give all your 
instructions freely, fully, just as if the 
subordinate you are addressing were 
present. You make an instant note of 
every telephone message, every inter- 
view. Nothing is too large or too small 
for The Dictaphone, and nothing you 
dictate to it can ever be forgotten or 
misunderstood, because your 
and instruction goes in 
form to the person to 
addressed. 

Learn about The Dictaphone and let 
us help you to go out after bigger busi 
ness, You can see and test it on your 
own desk without the slightest obliga- 
tion. Send for free book to-day 


every wish 
clear typed 
whom it is 


THE DICTAPHONE CO., LTD., 


(Thomas Dixon, Managing Director 
Kingsway House, Kingsway, 
LONDON, W.C.2 


and at Manchester, Birmingham, Liverpool, Bristol 
Glasgow, Leeds, Newcastle-on-Tyne and Dublin 


POST THIS COUPON NOW 
ince eatin eat > Ai 


The Dictaphone Co., Ltd. 
Kingsway House, Kinesway, 
London, W.C.2 
Dear Sans; a 
“indly send, of charge, Mr. Hutchinson's 
Book "O@jce Methods and Practice." 


Name... ccs. 


Address... Ai 
B.7.33 
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amas Accounts ! 


The Seldex method of controlling Hire Purchase,and 
Easy Payment accounts ensures quicker posting and 
closer control. By means of small coloured signals 
‘missed’ payments, either weekly or monthly, are 
immediately thrown up for attention and the exact 
position of each account, as to letters sent, final 
notices, etc., are also automatically indicated. Seldex 
enables a much greater 
volume of business to 
be handled with effi- 
ciency and without waste 
of time. 
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VISIBLE RECORDING SYSTEMS 


Sole Paleniees & Manufacturers 
INFALLIBLE “CARD SELECTING COMPANY, LTD. 
249“CORPORATION STREET, BIRMINGHAM, 4 
Aston Cross 0627 
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Modern inter-office communication 
does not require messengers. The 
STANDARD Automatic System gives 
a much more rapid and economical 
service, secretly, and with absolute 
reliability. We are manufacturers of 
all types of telephone systems suit- 
able for the smallest suites of offices 
or the largest industrial building. 

Please apply for our illustrated 
brochures. They will be sent free 
of charge and without obligation. 
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Contains illustřations 
of loose-leaf account- 
ing and record forms 
for every class of busi- 
ness : 164 pages of 
practical information 
of the utmost value to 
manufacturers, mer- 
profes- 
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aim sional men—to \every 
A uli in Mone who must + keep 

v nt Nat ai PrN records, | 
Consult the Book about ADVERTISING 
RECORDS, CUSTOMERS’ RECORDS, DIRECT 

| MAIL RECORDS, COSTING, INVOICE and 
ORDER ROUTINE, etc. _It-will help-you to 
simplify your records and to reduce the cost of your 
clerical work. 


Simply write A248 on your business card or business 
stationery and post tous. - No obligation incurred, 


Moore’s Modern Methods, Ltd. 


12 St. Bride Street, London, E.C.4 
Established 1909 
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oa Clean, Cool & Comfortable! 
SHIRTS PYJAMA 
in striped designs SUITS 


or plain shades 


| in striped designs 
10/6 EACH or plain shades 
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collars) 


Garments made to measure subject to 
special quotation. 
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ELIMINATE 
UNPRODUCTIVE 
WORK 


—this way 








R the purpose of handling multiple sets of forms 
requiring carbon copies, Egry Manifolding Registers 
should be employed, as the interleaving of carbon paper 
is entirely eliminated. One turn of the handle delivers 
2 to 5 clear and unalterable copies of 


EGRY the original entry ; automatically x 
senting a fresh set ready for immediate 

CASH use, and retaining—in certain models 
TILL —one copy in a locked compartment, 





for checking purposes. Egry Registers 


: can be applied for the following 
A Cash Till which embodies the feature of purposes :— 


a written itemised receipt is the most Stores Requisitions Works Orders Credit Sales 
7 . Invoicing Repair Orders Receiving Records 
secure method of controlling every transaction. Stock Records Purchase Orders Warchouse Orders 
Delivery Notes Internal Transfers Goods Inwards 
Production Orders Cash Sales . R 
EG R Our London factory is not only equipped for the 
a | manufacture of continuous stationery for use in our 


ps ype but also for the manufacture of Continuous 
Roll and Interfold Stationery for use in Billing and 


SP EED -F EED Accounting Machines, such as Elliott-Fisher, Under- 


The Egry Speed-Feed Attach- ae mr i) wood, Remington, Smith Premier and Powers-Samas. 
ment enables your own type- oa —— 
PRICES RANGE FROM 6 TO 43 GUINEAS 


writer to be converted into 
EGRY LID. 


a Billing machine—with all 
WARPLE WAY, ACTON, w.3 


the advantages of Con- 
tinuous Stationery—at 
TELEPHONES : SHEPHERD’S BusH 2431 & 4484 © 


a moment’s notice: 
snaps on and off in a 
second. 







If you desire information from 
the Editor or from Advertisers 
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Please send, without obligation, more information in connection with advertisement 
(or advertisements) in the July, 1933, issue of BUSINESS numbered below. 


PPP errr Te rT reTETTTETCTETCETITTTTT SETITE TETEE EEEE EEEE EEEE EEEE ER 


cm edee ese hss peT PPara J D a SEES SUSE COS106SESNESOD CEO OPN OHDLCRSDODOOOSS CCAG HORESEE RP SE SOD OOORES BN 000 080 0880 t ORANGES 800080 OnE OOOO eee ee eee OOS on ee tT 


S066 C6SASOEOSTY 00000605 SHSS0 40685000 RSD A EODOSEPOHOSTSEDNOERD SSDS SES OH Sw SO SOS SSOP SOLA AH SCOTS Geonvecenneooeamn* ee 


Sach b 0000 0b R265 0060000900 000060565440 0500S ESSETOTSSO0D05980SHS8E G0 0000880005 FS08TODSESD OS GOO O 8 OOo A OO eee 0 0 9.000 0 oon eee oe ee eee eee eee ee een ooo eS ee 


BUSINESS 


EQUIPMENT os 


SERVICES. & SUPPLIES 





WHICH CAN 
BE OBTAINED THROUGH THE ANNOUNCEMENTS 
IN THE ADVERTISEMENT PAGES IN THIS ISSUE 


Agee PAGE 
i ie ieee j , Ltd. Cover iii 
2) Mitchell, eto. Ltd. ee 36 
ADVERTISING SIGNS 
(3) Three Way Signs, Ltd. “4 2 
(4) Nickeloid a trot Co 
ckelo ec 4 
Ltd. as Aati TAE 
BUILDING SOCIETIES 
(5) Halifax Building Society 22 
BUSINESS BOOKS 
(6) Pitman,Sir Isaac & Sons, Ltd. 38 
CALCULATING MACHINES 
(7) L.C. Smith & Corona Type- 
writers, Ltd. ar > 82 
CASH REGISTER 
(8) Egry, Ltd. . 4 
(9) Lamson Paragon Supply Co., 
Ltd. 25 
Us STATIONERY 
10) Egry, Ltd. 4 
11) Fanfold, (Ltd. — 33 
12) Lamson Paragon Supply Co. y% 
Ltd. | ee 25 
DICTATING MACHINES 
i (13) Dictaphone Co., Ltd. cat 
DUPLICATING & PRINTING 
(14) Kaye's Rotaprint Agency, 
Ltd. s.. .. s.. 35 


L C SMITH & CORONA TYPEWRITERS LTD. - 





@ Check down this 
index and turn to 
those announcements 
which offer Service or 
Equipment which may 


be of use to you 








ENVELOPES PAG OFFICE PRINTER PAGE STUDIOS PAGE 
(15) East, Lewis & Co. (Insets) .. (28) ao Rotaprint Agency, ik (44) Crichton Studios Ltd. 33 
td. ee oe oe 
TELEPHONES & ACCESSORIES 
FILES & FILING SYSTEMS PACKING SUPPLIES (45) Buckingham Agencies (Find- 
(16) British Autofile Co. .. 38 29) Bakelite Limited .. i. ae eszi Desk) 39 
30) Gator Kraft, Ltd. .. 32 46) Dictograph Telephones, Led. 36 
HOTELS 31) Jones, Samuel & Co.,Ltd. .. 87 47) Ericsson Telephones, Ltd. 83 
(17) Royal Albion, Brighton 30 32) Thames Board Mills, Lid... 6 is) Siemens Bros. & Co., Ltd, 26 
49 Bi i hones & Cables 
INDICATORS PH RAPHERS : z 
(18) Cartonia Indicators 34 33) Heaton, Wallace Ltd. 38 
34) Marshall & Co., Ltd. 38 TIME RECORDERS 
LOOSE LEAF LEDGERS, ETC. (50) Gledhill-Brook Time Record. 
(19) Mone s Modern 'Methods, (61) N ers ee aji ee 85 
z 2 tional Time Recorder Co. 
. {2 35) Drayton Paper Works 39 p ; 
(20) Ruddocks, Lincoln .. 40 te) Mark, W, & Co., Ltd. 39 Ltd. s. T +» Si 
(37) Williams Lea & Co., Ltd. 25 
MAGAZINES & NEWSPAPERS & ACCESSORIES 
(21) Daily Mad .. 2 -- 84 PRINTING MACHINES 52) Bar-Lock (1925) Co. 33 
(38) Kave’s Rotaprint Agency 53) L. C, Smith & Corona Type- 
MANAGEMENT ENGINEERS Ltd * $5 writers, Ltd. 9 
22) Clark, Wallace & Company.. 36 4 = z sae (54) Taylor’ s Typewriter C Oo Ltd. 
Cover ti 
RAILWAY CONTAINERS 
(24 Lamson Paragon Supply Co., : (55) Carter Parratt, Ltd. . > 
Ltd. 25 STAMP AFFIXING MACHINES (56) Infallible Card ane Cò., 
(40) Pitchford, Frank Ltd. cs S0 Ltd. oo x 
MEN'S WEAR (57) Kardex 30 
(41) Lancaster Bros. & Co. 40 WAGE ENVELOPES 
OFFICE (58) Lancaster Bros. & Co 38 
ay ieie 37 STEEL FILES 
(42) Chubb & Sons Lock & Safe WORKS EQUIPMENT 
OFFICE MACHINES Co. ES ue a HOR | (59) Parker, Winder & Achurch, 
(27) Pitchford Ltd., Frank 26 (43) Library Bureau Itd, Cover iv L td. ae ; i 30 


5 


distinguishing features of the 
L C SMITH Ball-Bearing Typewriter 


BALL-BEARING CONSTRUCTION THROUGHOUT—means faster, smoother operation 
—¢effortiess speed, and more work in less time. Every L C Smith type-bar swings 
effortiessly on ball bearings. An exclusive L C Smith feature, 

NO “CARRIAGE CLATTER.” FLOATING SMITH SHIFT. No shifting of the carriage 
when striking capitals. The type shifts itself—nolselessly—on bal! bearings. The nerve- 
racking “Carriage Clatter" of ordinary machines, due to the noisy rebound of the 
carriage is eliminated. 

INBUILT STERLING TABULATOR, As standard equipment, five extra keys are sup- 
plied to save the operator's time when typing tabular work. A great time and patience 
saver, 

INTERCHANGEABLE PLATENS. The platens can be changed in thirty seconds. 
platens available for heavy manifolding, card work, label writing, stencil cutting, etc. 
HALF-SPACING DEVICE. Here is a feature which frequently saves re-writing an entire 
letter because of a mis-spelied word. 


Special 


A Superior Typewriter—at the price of an ordinary one! 


MELBOURNE HOUSE - ALDWYCH - W.c.2 





. The Managing 
Director s 
viewpoint: 








“We have a reputation to maintain. The quality of 
our goods, our buildings, our correspondence, our 
stationery, even our outer packing, must conform to 
our standard. This idea of using second-hand cases 
—would it enhance our prestige ? 
Could it really be worth the few 
pounds we'd save? Of course not! 
Anything but the best 
packing is a false 
economy” 
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FOR GOOD GOODS! 


Write for informative booklet ‘‘ Modern Packing” to F.B. Dept. 


THAMES BOARD MILLS LIMITED, PURFLEET, ESSEX 
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ur business is a comparatively 
small one; the staff averages about 
“ 350 employees, yet all through the 
ap years we have steadily increased 
profits. The current year, too, will 
ot prove an exception, as, from Janu- 
to June, 1933, we are already 15 
r cent ahead of the first six months of 
32 in net profits. 
-The reason for this? I put it down 
tö one factor and one factor alone— 
stematically planning ahead. 
It is often said in business circles that 
the quite small concern cannot organize 
- and plan in the same way that a big 
c concern can do. I do not agree with 
this opinion. The small man can plan 
 just.as well and effectively as the big 
man; and it is by planning that the 
small man will eventually build his 
_ business into a big one. Our company 
began just after the War with less than 
=- 50 employees. To-day we have over 
350, and we are still growing steadily. 
__ And ours is a specialized trade: we have 
_ not had the opportunity for spectacular 
_ development which has characterized 
- some other more general concerns. 
Everywhere one looks to-day there is 
planning going on, In the motor-car 
industry, which has boomed to the top 
- Of its form in the last few years, inten- 
_osive plans are going out for still further 
developments, abroad as well as at 
home. 
- The railways are planning; they are 
putting into force schemes which are 
revolutiona nary in the eir distance ahead of 
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MN BUSINESS 


Managing Director: Greenford, Hyams, A. 
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The SMALL as well as the large 
firm can plan ahead. These 


are plans of a small firm. 
Could YOU use them? 
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bodies are all planning ahead to get 
bigger business in the future. 

We do not compare ourselves with 
these great undertakings, but, just the 
same, we are doing our planning ahead. 

Every year we use the summer holi- 
day period, which is the slackest time 
of the year for us, to look around and 
prepare for a volume of autumn and 
winter business to beat our previous 
best. 


HOLIDAY PLANS 
SUGGEST OFFICE ECONOMY 


T first thing we do is to examine 
the whole of the office routine. ` In 
the holiday period the office staff is 
naturally depleted, yet the same kind of 
work has to go forward. We use the 
opportunity, therefore, to see if the 
“switching’’ of work due to employees 
being absent indicates any improve- 
ment over our ordinary routine. Last 
year, for instance, the absence of two 
girls, and the allocation of.their work 
to others, showed us that we could close 





down one. small department altogether. 
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his place. 
“evened-out” wi a 
apparently extra wor On: 
In this way we have cor 
duced our overhe | 
time increased efie 


CONFERENCE CREAT 
NEW SALES PL. A 


(other fac tor over. 


the re-c canting of salt es Areas ark d qu 
planning new dressings. lor retail 
windows, and O.K ing fresh samp 
The works use the slack perd in wo) 
to make the samples E 

In the summer: monihe it is. ope ho a 
more easy for our salesmen to leave” 
their grounds without Josing business, 
For four days, therefore, we call them e 
in to a conference during which we have - 
a full and frank discussion of ai) these : 
problems. ee 

“These conferences are held as mori: 
ing sessions only, and both the sales 
manager and myself are present. a ; 
the afternoons the salesnien ot. pyon 
the use of the conlerence-room, but ee 
they are left to themselves ta to as: they a 
please. 

This idea of calling in the sales neni 
discuss with headquarters the 
the future has a directly 
effect on them. They. 
ne some bee, im form 




















duce orders. Our labour turnover 
among the salesmen is notably low and 
our costs correspondingly less. I attri- 
bute this factor of interest and content- 
ment as the reason. 

Apart from this pepping-up the sales- 
men themselves, I must say that in 
planning our autumn advertising cam- 
paigns, new samples, dealer-aids, etc., 
the salesmen’s views prove very help- 
ful. True, they often suggest things 
which are far beyond the realm of possi- 
bility, but by careful sifting we gener- 
ally get some thoroughly practicable 
ideas from them. 


“IN QUEST” REVIVES 
DEAD ACCOUNTS 


| aner of our summer investiga- 
tions we call ‘‘the inquest’. This 
consists of a consideration of all 
accounts which have gone ‘‘dead’’ dur- 
ing the past year. 

The chief accountant, the sales man- 
ager and myself sit in at this discussion. 
Generally speaking, we cannot find out 
from mere discussion why the majority 
of the accounts closed, so we finally 
make a list, divided up according to 
salesmen’s territories. Each salesman 
is then given a list of the dead accounts 
on his ground, and a bonus is offered 
for every one of the closed accounts 
which is opened up again. 

Last year we finally opened up 
twenty per cent of the ‘‘dead’’ ones. 
We use, as our approach to the closed 
accounts, the new and improved lines 
which we are producing for the coming 
season’s trade. 


IDEAS FOR NEW 
BEST SELLERS 


T° plan ahead for the Christmas trade 
we hold another special conference. 
Every one of our own lines and com- 
petitive lines, which sold well the pre- 
vious year are brought out and con- 
sidered by a committee consisting of the 
managers of the sales, advertising and 
production departments and myself. 
We discuss these products from all pos- 
sible angles and try to improve, im- 
prove, improve, not in mere detail but 
as radically as we can. 

Two years ago a chance remark—a 
remark that was really meant by the 
_ production manager to be a joke at one 
of these conferences—resulted in our 
producing an entirely new and novel 
product which had a huge sale that 
winter. 


USING THE 
EXPERIMENTAL “SHOP” 


ealer-aids is another thing we study 

closely. We had an old and badly- 
lighted room at the top of our building. 
We put in new lighting and built up 
there a retailer's counter and window. 
Every summer now we go up there and 
experiment with new autumn designs for 
showcards, display stands, window bills 
and so on. Whenever a printer or an 
artist submits to us a design for anything 
new along these lines we take it up to 
the ‘‘shop”’ and try it out. 


SAVES MONEY TO 
STUDY INSURANCE 


a the summer holiday period, too, we 
go over our insurances. For this pur- 
pose we call in an outside expert whom 
we have known for many years. We 
examine our policies not only to check 
their renewal dates but also to see 
where we can reduce premiums or in- 
crease our cover where we are inade- 
quately protected. The busy seasons 
of autumn and winter bring more risks 
than the comparatively slack summer. 
But it is no use waiting till the risks 
materialize; we plan and cover against 
them in advance. This saves us money 
as well as safeguards the goodwill of our 
business. 


MAKING PLANT 
IMPROVEMENTS 


The factory also comes in for our 
attention during the summer. Last 
year we were interested in a small con- 
veyor belt system to speed up the work 
between three sections. We put the 
matter off because at the time the belt 
manufacturer approached us we were 
behind with orders and desperately 





Eight Productive Uses to 
which This Firm Puts the 
Holiday Season 


Revising office routine. 
Making fresh samples. 


Trial redistributions of work. 


Recasting salesmen’s quotas 
and areas. 


Holding. an annual Salesmen’s 
Conference. 


ə» Planning ahead for Christmas. 


Holding an inquest on dead 
accounts. 


Making een alterations 
and repairs to buildings and 
plant. 
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busy. The belt man said that was just 
the time to install his system. Perhaps 
he was right, but we could not afford 
to halt for a moment to permit the 
installation, especially as we were not 
really sure that it would link up a hun- 
dred per cent efficiently with the rest of 
our work. We could not afford the 
risk, so we asked him to return in the 
summer, 

He came last August. With the 
lighter flow of work we could switch it 
to allow the conveyor to be put in and 
tried out. It proved a great success, 
and the whole system of work was 
speeded up about 25 per cent before the 
new season's rush began. 

So effective did the belt prove, in 
fact, that we re-arranged the whole lay- 
out of the factory that same summer. 
We found the benefit of it in a record 
season’s business last autumn and 
winter. 
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TO SPEED UP 
PRODUCTION ROUTINE 


Ts summer we are calling in an ex- 
pert who will examine fully the cleri- 
cal side of our factory processes. We 
want to make sure that orders, records, 
store requisitions, dispatch notes, store 
cards, files, indices, etc., are the most 
speedy and at the same time error-proof 
that we can get. If any change is 
needed we want to try it slowly while 
the work is light and then to speed it 
up experimentally. If any snags appear 
they can then be rectified and put into 
order ready for the real high speed 
which develops as the new season 
opens. 


DETAILS ; BUT THEY 
HELP FUTURE TRADE 


A shoves it might not be considered 
by some as directly planning for 
bigger business, we do consider it im- 
portant to examine all our buildings 
and plant in the slack season and make 
all necessary alterations and repairs. 
We have proved time and time again 
that this precaution saves endless time 
at high-pressure periods. 

Under this head we do all painting 
—new white paint on the interior of 
work-rooms, etc., makes all the differ- 
ence when the darker and busy days 
come round. We also look at all win- 
dows, gutters, stores, lavatories, elec- 
tric wiring and bulbs, the heating 
system, etc., as well as the actual 
production machinery in the factory. 
Any repairs and renewals are then made 
under fairly easy conditions; there is no 
risk of interfering with workpeople or 
plant when output is running at its 
highest. 

It must not be imagined from the 
foregoing that we are so slack in the 
summer that we have nothing to do but 
put our house in order: far from it. 
We have plenty of work. It is merely 
that the pressure is not so great as at 
other seasons, and we therefore get a 
chance to do things which would be 
more difficult under the busiest condi- 
tions. I think it is an obvious move 
and could be followed by most busi- 
nesses. 


Pe 
FF 


MANAGEMENT - CONTROL - POLICY 


WHY NOT 








A SIX-HOUR DAY FOR EXECUTIVES ’ 


4 Ibu: Press of economical affairs has 
urged upon business men the con- 
sideration of a shorter working week for 
employees. For quite another reason, 
however, I think that executives should 
have a shorter working week. 

I come to this conclusion after obser- 
vation over many years. Most executives 
—the top executives I mean, the con- 
trolling executives of business—do the 
wrong kind of work. In far too many 
concerns they do too little thinking, 
planning, wrestling with the big things 
ahead and too much fiddling with rout- 
ine and small things of A day-to-day 
order, 

The man who has command over big 
money, several hundred employees, and 
world-wide marRets should be a general, 
not a second-lieutenant. I am firmly of 
the opinion that if the executive did 
the right kind of big thinking and con- 
centrated application upon laying wide- 
sptead plans for progress he would find 
six hours a day all that he could man- 
age. His firm, moreover, instead of suf- 
fering a loss from his lesser number of 
hours, would gain immeasurably from 
his better generalship. 

The managing director of one firm 
that I know—a firm that has made con- 
sistent progress in the face of the slump 
and keen competition—is, to my mind, 
an ideal general. He travels widely, 
studies people, examines methods and 
machinery in countries and trades 
widely separated from his own; he 
knows little about the routine detail 
of his own concern and has been criti- 
cized by members of his own firm as 
“lazy’’. 

Yet that was the man who changed 


~ 


By L. T. SAWNEY 
Managing Director, Thermos (1925) Led. 


the style of certain of the firm’s products 
before anyone else thought it necessary. 
By the time the detailed plans for the 
new production were ready, behold the 
market had changed, a new fashion was 
in vogue, and dealers clamoured for the 
new styles. 

This managing director, because he 
“wasted his time” travelling abroad, 
had perceived an imminent change in 
feminine fashion in a Continental fashion 


Perhaps with you every day 
is a busy one. But, as an 


executive, are you busy with 
the right kinds of things ? 





centre; he had laid immediate plans to 


meet it, and when the crisis came his 
firm was ready at the ‘‘off’’ with every- 
thing required. Neither his firm nor the 
firm's dealers were caught with big ob- 
solete stocks and were, on the contrary, 
able to ride in on the crest of a new 
business wave. Many competitors were 
caught unprepared. 

There is a difference between ‘‘work’’ 
and ‘‘progress’’. Work can keep a man 
busily employed at his desk; it can keep 
him bowed down with the pressure of 
things to do, but for the high executive 
these are generally the wrong kind of 
things for him to do. They are small 
things which accomplish very little 


except bring him a periodical cheque 
for his services. 

Progress is a different thing alto- 
gether. 


Progress is steering the firm as 














a whole to bigger and more profitable 
accomplishments. No man can steer a 
firm if he busies himself with a host of 
intricate details. A general cannot con- 
duct a successful campaign by sitting 
in a front-line dug-out discussing a hun- 
dred and one details with platoon com- 
manders. The analogy is a pretty fam 
iliar one to most of us; but it is abso- 
lutely true. 

I have watched business methods for 
many years, and I am convinced that far 
too many executives have an entirely 
wrong conception of the “work” they 
should do. They lay too much stress on 
the 9.30 to 5.30 rile and the fact that 
a man must, if only for the sake of 
prestige, appear to be busy at his desk. 

The chairman of one of the most pro- 
gressive brush manufacturers in the 
kingdom spends only three hours a day 
in his office. He then goes home and 
potters about in his garden. It is in 
his garden, however, and not at his 
desk, that he “works”. He works by 
planning for progress, and in the even- 
ing the dictating machine in the quiet- 
ude of his study records the plans which 
to-morrow will be transcribed at the 
office into active directional policy. 

The head of the most successful bat- 
tery concern in the country is never 
“busy”. True, he is not available to 
every well-meaning soul who wants to 
call on him; but if you look into his 
office he is generally to be found with 
his hands in his pockets, staring out of 
the window, or seated at his big desk, 
calmly looking at some paper or other. 
This man has no ‘‘ten-till-six’’ com- 
plex. He is at home or travelling 
leisurely abroad as often as he is in his 
office; but by this means he can get the 
long view and plan for progress. 

The managing director of a nation- 
ally-known selling concern takes a fort- 
night's holiday about six times a year. 
He once told me why: “I get a better 
view of my business every time I come 
back,” he said. 

Most of these successful executives, 
these builders of business, do their con- 
centrated thinking and planning within 
six hours of a day. 

Of course, not every executive can 
get up at the end of his six hours’ 
‘“‘thinking’’ and go home or to golf. In 
some businesses it is very necessary 
that the controlling executive should be 
on hand till the close of the day. Most 
of us in that position, however, can 
"stop working’’ at 3 o'clock. 

(Continued on page 37) 
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A Liaison Officer was recently appointed 
as an active executive of a famous manu- 
facturing concern. He had no technical 
knowledge of the business but was selected 
for his ability to understand men. Depart- 
mental isolation, adverse competition and 
petty friction have disappeared. Output 
is better, costs lower, and the staff morale 
infinitely better. 
+ 


“Whenever | walk through an office or 
department of our concern,” said the man- 
aging director of a large polish manufac- 
tory, ‘‘no member of the staff, if he or 
she happens to be momentarily slack, ever 
jumps about and pretends to be busy. 

very worker is trusted by his immediate 
chief, just as I myself trust my executives 
to do their work in the most honest and 
effective way. We observe duties in the 
spirit, not in the letter. Our profits, 
steadily rising throughout the depression, 
reflect this attitude.’’ 


+ 


“This is how we plan ahead,” wrote the 
chief of an important engineering con- 
cern. ‘‘We say, here is a motor-car, cur- 
rent model, perfect, people are absolutely 
satisfied with it, they cannot want any- 
thing better. Yet in five years that car 
will be old fashioned. What will make it 
old fashioned? We search for those things, 
conditions, mechanical improvements, 
fresh ideas of the user, etc., which will 
make it old fashioned, and we prepare in 
advance for them.” 


+ 


Conferences of one sort and another are 
held periodically by most firms. Realizing 
the fatal ease with which conferences can 
waste time without producing tangible 
result, the chairman of one concern always 
insists that the last ten minutes of every 
such meeting shall be devoted to putting 
down in black and white what actual, con- 
crete steps of progress the meeting has 
achieved. Knowing this test is always 
applied, delegates avoid useless discussion 
and keep ‘‘down to brass tacks’’. 


+ 


A highly paid executive was noticed by 
one of his directors to be spending time on 
simple calculations of lists. Without say- 
ing anything about it, he spent the next 
two days touring the building, noting 
what all the departmental executives were 
doing. He found that many of them 


wasted time doing small jobs which clerks 
could do. He reorganized the work, shift- 
ing more on to the routine workers; and 
thus allowing executives more time for 
planning and looking after the big things. 


+ 


“It is not a new idea for firms to adver- 
tise their products by offering a prize to 
users for the best comment on how good 
the products are,’’ wrote a correspondent 
to Business recently, ‘but I am thinking 
of offering a prize to users who can offer 
the best suggestion as to how our goods 
can be improved or to what wider uses 
they could be put with a little modifica- 
tion. We value the user's opinion more 
than we do our own.” 


+ 


“I go to Exhibitions” wrote another busi- 
ness man, ‘‘not to see what is on show 
but to get ideas for things that are not 
exhibited. When I get an idea for some- 
thing that is not exhibited I inquire if it 
is available at all. If it is not, then that 
is an idea for me.’’ 


4 


All progressive manufacturers use con- 
tinuous research to discover new products 
which can be profitably marketed. To 
guard against overlapping, however, and 
to keep production costs down one large 
firm holds a bi-monthly meeting especially 
to see where present lines are being super- 
seded by new ones and to see what styles 
and what operations can be cut out en- 
tirely. Much money has thus been saved 
by keeping lines down to absolutely mini- 
mum ranges. 








The merest outline of an 
IDEA used successfully in 
some sphere of business often 
enables the active executive 
in some quite different 
sphere to use or develop 
it into a highly important 
improvement in his own 
organisation 
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IDEAS 


for the 


High Executive 


Four Engineering firms recently amalgam- 
ated. Though each remains a separate 
producing unit, designs and production 
have been considerably speeded up and 
improved, ana costs have been cut, by an 
arrangement whereby all research notes 
and technical data are exchanged between 
the technical chiefs of the four units. 


+ 


The illogical allocation of costs for finan- 
cial book-keeping induces timidity and 
conservatism in departmental heads. One 
large firm issues to each de mental 
executive each month a schedule of his 
costs. Each executive can then see that 
his department is not overcharged with 
any item; he knows that he is getting a 
fair deal and can confidently face his 
directors on a judgment by results basis. 


~ 


«Which are you saving—coupons or 
money?” is the slogan with which a shop- 
keeper combats coupon trading. It has 
brought back to him many customers who 
thought they were gaining something for 
nothing by going to his coupon-offering 
rival. 


+ 
Moveable wooden platforms on cement 


factory floors add to the comfort of 
workers and allow increased output 
through extra concentration. 

+ 


“Dictated but not read’’, typewritten 
beneath his signature, is the way in which 
one executive covers himself when he is 
unable to read his outgoing correspond- 
ence, 


+ 


Extra window space can be acquired 
without cost during Sundays and holidays 
by filling up entrances and vestibules, into 
which the public can see, with attractive 
goods for sale. 


+ 


Fixed steel arm-chairs have been placed 
in the ‘‘walk-back’’ between its windows 
by one Regent Street shop. This service 
is particularly appreciated by elderly 
people after a strenuous hour’s shopping, 
and as they can study the windows from 
the chairs it very often happens that they 
finish by entering the shop to buy some- 
thing that has caught their fancy. 






HELPS CUSTOMERS 
: : TO PAY INSTALMENTS 


one iré purchase trading has enormously helped the retailer to 
fe H sell more high-price goods, and the retailer has been assisted 
es in handling this trade by the fact that he himself need not 
actually become tied up by the instalment payments of his 
_. customers. But when the finance house takes over the retailer's 
=- responsibilities and relieves him of expense and trouble in this 
< direction the ultimate customer has usually to go to more trouble 
_ because, instead of being able to pay his instalments at a local 
shop probably near his own home he has to remit them by post. 
-We have found that one of the principal reasons for customers 
falling into arrears when paying their instalments to a distant 
central organization is this necessity for postal formality. 

We have tried to assist in this direction in the past by supply- 
ig a printed, addressed envelope for the next instalment when 
turning the payment card receipted. Undoubtedly, however, 
many folk, particularly working-class people, find the for- 
tality of purchasing a postal order, ete., something of a bother, 


Under our new scheme customers may, if they desire, pay 
ièir monthly instalments over the counter of any branch of 
: Bank throughout the British Isles. The plan has these 
dvantages : — 
















Saving of postage 

Saving of poundage on postal orders, or cheques 

No risk of loss in the post 

No correspondence or addressing is necessary 

A receipt is given by the Bank immediately in exchange 


So complete is the scheme, in fact, that should there be no 

anch near at hand, payment may be made to any of the 

ank’s accredited agents; this means that almost any bank in 

untry will accept payments. This is a facility unique in 
which has a high sales value, 


ometimes we have known a business 
4 man avoid reading in Business an 
article on the better selling of motor-cars 
because he himself does not make motor- 
cars. He makes, perhaps, buttons: there- 
fore, he thinks he can learn nothing from 
_. the successful motor-car manufacturer. 


B” this business man is wrong in his 
_ view about the articles in this paper 
and wrong in his view that nothing can 
_ be learned from reading about successful 
_ methods used in spheres of trade other 
_ than his own. 








BUSINESS. 


methods 


_ Some of the largest and most successful business. 
| organizations in Britain employ highly- 

< paid'men whose sole duty it is to tour the 
principal manufacturing centres of the 
world; to visit factories producing all 
inds of goods and to talk with foremen 
ind executives of every possible type and 
nterest. 






[ELP OUR HIRE PURCHASE 


. By G. J. FRESHWATER 
Publicity and Sales Promotion Manager, Marconiphone Co., Ltd. 


tomer, eithereto re-instal the instrument if i 3 





How do YOU read BUSINESS 


methods used by the other man, 
every business man can travel about the 
country or the world, himself seeking how 
things are successfully done elsewhere, but 
he can, and with just as much profit, read 


AU the articles and paragraphs in 
Business are offered with this ‘‘ser- 
vice” idea behind them. 
primarily descriptions of specific events or 
conditions but explanations of specific 
which are capable of many 
adaptations in widely differing spheres of 
To read them may lead you to 
the conclusion that you had not previously 
considered all the factors which were 
vitally affecting your business. ( 
points from which you can intelligently 
view your own business organization—and 
other peoples’—the more effectively will 
you be able to meet competition. 





EASIER ARRANGEMENT OF © 
HIRE-PURCHASE AGREEMENTS = 
p till now the multiplicity of forms, with ali the entre nme ee 
U work involved, bas been a disadvantage both to ae Res 
and to the customer. “To assist our dealers; thu 
have produced a new form of hire-purchase agreement w 
obviate the use of several loose forms. wn eR 
This new arrangement combines in. one compact tone z 
documents relative to the transaction, fec-— eerie 












a. The hire-purchase agreement _ m 
b. A copy of the agreement for the custonier 
c. The delivery note for the customer to- 
receipt of the instrument | 
d. The contract form between the dealer ar 
Trust, Ltd. (our associated company which 
hire-purchase business for the retailer). 


One advantage which dealers quic 
obtaining the customer's receipt for thi 
time as the agreement is signed, a 

From a strictly legal aspect, of course, the i 
not be supplied until after the agreement he 
but it is well known that in practice custom 
had the set for demonstration purposes. Tof 
accurately has hitherto involved a second jor 

















pending acceptance of the agreement, or at le 
customer's signature on the delivery note, AUY 
the new arrangements. pe ah on 

The new agreement also provides for the retailer’s © 
select the method of payment which be prefers t 
putting a cross in the space provided on the: 

This is another instance of our policy to de 
sible to make it easier for the dealer to trangiet » 
which he does with us. = 










Not 


some of the ideas contained in the 
by Mr. Sawney on page 9. The sube 
one of the greatest importance. 


They are not 4: x 


New page io is essentially a page of 
ideas, a page of methods succe 

employed by executives in every i 
business. As we said just p 
reader of this paper cannot. af 

to go travelling about, stu 

hand the methods of other - 

is why we include in Bus: 

as this. We do the tra 
studying and present thet 

usable form. i 


The more 
















whe trend of business this month must 
| be considered in the light of three 

factors: 1, the Economic Conference 
now taking place in London; 2, the 
_ economic revolution which continues in 
America; and, 3, business conditions in 

Great Britain and the Empire. 


_ Unemployment 

Jecrease Continues 
raking the last of these factors first, 
there can be no doubt that condi- 
ons in this country continue to im- 
rove. The continued decrease of un- 
employment is the first indisputable 
proof of this. May unemployment de- 
reased 114,755. 00 April and 158,427 
lay of last year. Thus, unemploy- 
as dropped unchecked since the 
f the year, whereas last year 
sean to rise again after March. The 
igure is actually the lowest for 

an months. 

oyment figures are even propor- 
tely better. 123,000 more people 
t work than a month ago, 306,000 
than a year ago. Most significant 
business improvement is the fact 
tthis rise in employment extends to 
lost. every industry. i 
in building, public works con- 
, brick and tile manufacturing, 


tal. goods manufacture, ship- 
and ship-repairing, the textile, 
oot and shoe, pottery and 
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distributive industries, and dock and 
harbour services. Only coal-mining 
shows a marked decline, and even that 
is chiefly seasonal. 


All Other Indices 


are Favourable 

Common ty prices have continued 
their steady rise. The index num- 

ber at the end of May was 2.7% higher 


than a month ago and 1.9% higher than — 


a year ago, the higher level being chiefly 
accounted for by the advance in the 
prices of industrial materials. 

The cost of living figures for June I 
remained at the same level as a month 
earlier, at 136%, but showed a decline 
of 6% compared with a year ago. The 
rise in raw materials has not yet reached 
retail prices, but it must eventually 
do so. 

Imports and exports were up again 
in May; imports by £5,000,000, and ex- 
ports by £4,000,000 on a month ago, 
both slightly on a year ago. The rise 
in imports is mainly accounted for by 
the increased buying of raw material— 


THE SITUATION THIS MONTH 


LONDON DISTRICT: General trade con- 
tinues to improve slightly, and money is 
certainly a little easier. The Stock Ex- 
change is regaining much of its old life, 
and retail sales are better than for some 
time past. 


EASTERN AND SOUTH-EASTERN DIS- 
$ TRICT: Agriculture continues slow, but 


light engineering and chemicals still hold 
their own. Timber is much better. On 
the whole there is a decidedly more hope- 
ful outlook in this area. 


MIDLAND DISTRICT: The forward move- 
ment continues. Boots and shoes show 
steady improvement; leather prices are 
tending to stiffen; there is a better demand 
for hosiery. The hat trade is having a 
good season, and the motor industry con- 
tinues its record breaking. The export 
demand continues unabated. Coal alone 
remains comparatively quiet. 


rain prices are firmer, and leather and 
šj -are holding their own.. 





. the farming community being, if any 
aoe c: a little more optimistic. 
“WEST AND SOUTH-WEST DISTRICT: f 

Here again trade continues to improve. 















again? a good sign as indicating more _ 
manufacturing activity. A Ee 
Retail sales in May were almost equal | 
to a year ago; and in the London area _ 
there was an increase of nearly 8%. _ 
Especially noticeable is a big increase _ 
the country over of nearly 19% in hard- __ 
ware, and in furniture of 20%—a reflex, 
doubtless, of the expansion in building | 
and the growth of housing. eS 
With unemployment decreasing, com- 
modity prices rising, exports maintain- __ 
ing themselves, retail sales and home _ 
market activity expanding, and Provin- _ 
cial bank clearings up, there is nota | 
single important trade index figure but _ 
shows progressive improvement over | 
recent months and over a year ago.” 
It is worth noting here, incidentally, 
that for the first time since December, 
1930, the net effect of monthly wag 
fluctuations recorded by the Ministry o 
Labour shows an increase in the amou 
earned. E 































Expanding Industries _ 
and New Factortes 
o much for the official figures 
rent conditions. There are 
other signs that in this country. 
we have finished with the downs 
path. Take the building and mo 
dustries: both are now working at 
pressure; the largest brick compa 
the country turning out bricks to 
city and is extending its plant to 














general outlook in South Wales appears no — 
better, and unemployment is still rifes 


NORTHERN DISTRICT: The cotton | 
market is decidedly more active, in spite _ 
of the Japanese trouble, and conditions of _ 
piece-goods show some improvement. En- _ 
gineering conditions, however, remain un- | 
changed, and the steel industry is suffering _ 
a slight check on its upward trend. Q 


NORTH-EASTERN DISTRICT: Coaland | 
coke markets remain dull, and there is — 
little change in shipbuilding and engineer- _- 
ing industries. a 


SCOTLAND: Conditions remain about the _ 
same. Coal is quiet; iron and steelif anye 
thing a little brighter; but shipbuilding _ 
shows no improvement. The jute market | 
is better. On the whole optimism is grow- 
ing, and the signs show it to be justified. _ 


IRELAND: Little change in the positi oe 














” Although | 
litical differences between the Free St 
nd Gre 3ritain are not so much in: 
ublic eye, they still act as a heavy br 


trade. 















Drage. are. cheap. and 
en a is worried about the future 
> does not even contemplate buying 

ither. But now he is extensively buy- 








_ Here is another trustworthy finger- 
F -post to the times. There were 646 new 
_ factories established in this country last 
-~ year, giving employment directly to 
< Over. 44,000 people. Additional new 
_ factories have also been opened during 
the last few months, and over one hun- 
_ dred large manufacturers in all trades 
_. have recently been extending their fac- 
tories. As one report says: ‘The lesser 
_ industries everywhere are doing well.” 
Such. signs as these are extremely 
healthy and emphasize once again what 
¿progressive policy part, at least, of 
ndustry is following and that confi- 
ence—the real key to prosperity—is 
! turning. si, 


sward Trend 
hroughout Empire. 
the Empire the trend is almost as 
vourable. Tangible evidence of the 
essful working out of the Ottawa 
‘acts is shown by the 16% increase in 
Canada’s exports to the United King- 
om for the last six months, from the 
beginning of December to the end of 
May. General trade is maintaining its 
ecent improvement, and employment 
s better. 
-In Australia confidence and trade are 
ncreasing. There is growing activity in 
the building trade, and the distributing 
ndustries are far busier than they were 
“year. Prices are tending to rise and 
inemployment to drop. A like story 
omes from South Africa, where trade 
eveloping in all directions and a new 
t of hope is abroad. India is stead- 
' growing more favourable. The rise 
in commodity prices is helping the col- 
nies, and their imports will increase 
is the value of their exports grow. 
Our present upward progress has pro- 
ceeded steadily for more than a year 
without the aid of world improvement, 
and we believe more firmly than ever 
that British business can and will con- 
tinue to go forward—not as fast as it 
might if world prosperity were operat- 
ing, but nevertheless forward. ae 
future, so far as we are concerned, 












































long time, and it is up to us to follow 
the old proverb and make hay while 
the sun shines, for every new enter- 
-prise and activity increases our strength; 
and if there are to be further economic 
troubles abroad we shall need all the 
rength we can muster. 


he U.S.A. e.: 
great Experiment 
tish Empire has shown stead- 









- largest. consuming capacity; which onc 


onditions in recent the government 


pi säueing ‘capacity ad by far 







did the world’s largest exports and im 
ports—-such a country must have ajo. 
compelling influence on the world’s 
business condition. The only way 
America can help in world recovery is 
by buying and consuming more raw 
materials and goods. That will raise 
the price of basic commodities, expand 
world purchasing power, stimulate in- 
ternational trade and create employ- 
ment. 

The vital question is: “When will 
America start buying?” The answer 
is: “She has already started buying.” 
But that answer must be modified by 
another query: ‘‘Will she continue buy- 
ing?” 

The recent rise in world commodity 
prices is almost entirely due to Ameri- 
can influences. There is no question 
that American business activity to-day 
is far greater than it was two or three 
months ago. Industrial production is 
supposed to have increased in two 
months from a 60 index figure to 76. 
Employment has increased by 3%—a 
million and a half more people are at 
work. Steel production is up from af 
low point of 12% capacity to nearly 
50%. Motor-car production is up 
largely, and retail sales are increasing. 
One of the most significant indices, rail- 
way freight lowerings, has shown a 
steady increase, week by week, and is 
nearly 15% above a year ago. 
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Will the Rise = oe ores 
PELs As S08 EOE ds 
Last? -10 ee - 


B ut there is just as much doubt in 

America as to whether all these rises 
are legitimate, and will continue, as 
there is in the rest of the world. No 
one can estimate to what extent buying 
—-whether of raw materials by manu- | 
facturers or of securities by investors or 
of manufactured goods by retailers—is 
actual, based on consumption, or is 
speculative, based on hopes of a profit 
through a rise. 

Our estimate is that the U.S.A. is 
going through a tremendous experi- 
ment. If the present measures gain 
public confidence and produce enough. 
increased business activity to start the 
full upward spiral of increased buying, 
followed by increased manufacturing 
followed by increased employment and 
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again followéd by increased buying— >» 2a Oa e T <3 x 
then the experiment may be successful. —— 


ESE CEEE caiman 


If there is too much artificiality in it, 
then the curve will drop back again. 
In any event, inflation will eventually 
have to be paid for. But America may 
be quite justified in making the experi- 
ment—in taking the risk that the finan- 
cial penalty for inflation will be more | 
than compensated for by the interven- | 
ing wave of prosperity. | 

But firm and trustworthy confidence 
will only be created. in America. vao E 
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lence will be established. 


Neither Amarita nor - Europe | 


as yet a Growing Market 


_ A ll that the British business man need 
_.. EN consider from the commercial point 
of view of his business is that, except 
= for raw materials or semi-finished 
a goods, America is no better a market 
nee to-day, and will not be a better market 
for ‘some time to come, than it has 
een for the last three slump years; 
and that she will be a much fiercer com- 
| petitor in foreign markets than she has 
been. Her depreciated currency will 
_ give her the same advantage that we 
have had the last 18 months in foreign 
markets; and it will keep foreign goods 
at of her own markets. If the Econo- 
Conference fails, American policy 
ecome more nationalistic than 
, just as will that of. other coun- 
s, and her doors will be closed 
n tighter to the inflow of foreign 
ds. 
Europe there is little change since 
‘month. The continuous interfer- 
e of governments in finance and 
neir endeavour to “‘shore up’’ 
ind financial positions and price 
nbalanced budgets, and politi- 
ures, are more likely to im- 
an to hasten real recovery. And 
ollar- depreciation may adversely 
uence other currencies, too. 
is in the home market, in Empire 
s, in countries in the ‘ ‘sterling 
1 North-West Europe and in 
3 erica—that the best prospect 


































A ll that the Econnniie Contern has 
FN done up to this time is to increase 
world uncertainty. But that does not 
Dooce. necessarily mean its eventual failure. 
Anyway, as we said last month, British 
< business is not waiting for the result of 
> the Economic. Conference, nor is the 
continuance of Empire trade improve- 
ment dependent on it. A great, and 
hardly to be expected, success of the 
| Conference would stimulate interna- 
tional trade and so still further improve 
oe) ow trade; but its failure will not stop 
= ow forward progress. 
At the same time, it is as well to 
recognize that foreign competition, es- 
_ pecially American, in our export mar- 
-kets is bound to increase in the future. 
Perhaps | it is coming sooner than many 
pect. We recently pointed out that 
e domestic and export advantages of 
depreciated currency could not be 
rmanent; that British manufacturers 
‘ould use it as a temporary advantage 











and foreign markets; that this period of 


advantage ought to be used to improve. 
our, prodat inn; WADE down our. costs, os 





ises, before con- : 


n -establishing themselves both in home- 





manipulating hand on finance the 


and recover his export markets. 
if the British manufacturer both in the 
home market and in foreign markets 


‘rene emnerne ily ennai 


trade should continue to incre 
` American exporter will now make a 
determined effort to push foreign sales 
But 








our export trade should suffe 
little. Some time we have got to show 
the world that we can compete on an 
even basis, and we are definitely | on w 
way to do that now. | - 





MUM omer ih main nanna gaina nama 


Are ALL Your Risks 


Covered by Insurance? | 
By WILLIAM BUSS 


hile the risks of an individual are 

almost incalculable, in most busi- 

nesses these risks can be reduced 
practically to constant figures to form a 
basis for adequate protection by insur- 
ance. 

Wise management asks the question : 
“What are our risks?” Then as a 
matter of good policy: “How can we 
cover these risks adequately and yet at 
minimum cost?’’ 

The Managing Director of a cabinet 
manufactory recently stated to me: 
“Our many insurable risks can be noted 
from the kinds of insurance that we 
carry. They are: fire, consequential 
loss, life (on officials, with the company 
as beneficiary), group life, general lia- 
bility, third party, lift liability, boiler, 
sprinkler leakage, burglary, forgery, 
marine and fraud. Getting these risks 
covered adequately at minimum cost 
we have found to be largely a result of 
attention to details and a knowledge of 
our needs.” 

For example, this firm saves 15% in 
fire premiums by running a co-insurance 
plan of 80% inventory value of stock. 
By this means over-insurance and 
under-insurance as stocks fluctuate are 
avoided. 

By their failure to go into the prob- 
lem thoroughly, many proprietors fail 
to secure such coverage from their 
policies that, from the premiums paid, 
they really are entitled to receive. 
There are many apparently unimport- 
ant items often overlooked by both pro- 
prietors and insurance men, and these 
run into big figures if losses occur. 

The average water-damage policy, for 
instance, covers only losses sustained 
within the building, accidental dis- 
charge from plumbing, heating-pipes, 
stand-pipes, etc. But with little or no 
extra cost the policy may cover damage 
through leaky roofs, by rain or snow 
coming through broken skylights, or 


accidental discharge from street mains. 


This firm also carries a fleet floater 


policy (premium-based upon pay-roll) 
for its delivery vans. 
use of any of its twenty vans at. any 


time neat SA to ae spe 


_and the loss of non-negotiable paper 


With all these problems, however, th 


This permits the- 







or of insurance men who really special- 













notice to the insurance company. Th 
extends a highly satisfactory protectio: 

A “rider’’, without extra cost, 
abled the firm to make minor repairs to 
its fire-sprinkler system. Another one 
included cove? of employees’ clothing 
in lockers or elsewhere. | 

Most stores carry protection. : 
plate-glass windows, but many 
realize that it is possible to secure 
out extra cost, protection on all } 
ing and signs on those windows. _ 

Many firms find it good practic 
have insurance cover their non-neg 
able commercial paper, along with 
glary insurance. It costs nothing ex: 











be serious. This gives protectic 
cheques, etc., taken during the day an 
stored in the safe overnight. ee 
Liability insurance can include a cot 
tingent liability policy. This prote 
the insured should they have work 
by outside workmen, such as pain 
water-tank, and an accident resu 
Some contingencies seldom conside 
by a business man in contracting fe 
transport services are brought up by the 
practice of employing a haulage con- o 
tractor who puts the business name ono- 
the side of his vehicles, either with or 
without his own name also. | ; pee 
If an accident occurs, the: manufac- n 
turer may be brought into court as sole- 
or joint defendant. For, while there- 
are large and financially responsible con- = 
tractors, there are some small contrac- 
tors who have little financial responsi 
bility. If the contractor lacks funds, a 
solvent trading company makes an 
attractive defendant! ae 
Other insurances of utmost value to 
a business include cover against the loss 
of a partner or an executive, ‘cover 
against ‘‘loss of profits’’, lift accidents, : 
broken contracts. Ta 
It is safe to say that nearly. ever 
business could. improve ‘its insu 
protection at little or no extra. 











golden rule is: take the advice eithe 
of a solicitor familiar with the subje 
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WELL PACKED is 
WELL SOLD 


Caps, jars and Containers made from 
Bakelite Moulding Materials give the final De ee oe ce 
note of individuality that attracts sales. o o 
Experienced manufacturers know that pack- n a So ae 
aging is half the sales bactle—-well packed oe E o a; l 
is well sold. ee o 
The adaptability of Bakelite Moulding 
Materials to caps of every size, shape and 
colour makes possible the most attractive 
packages, 


There are other advantages besides fine 
appearance when Bakelite Moulding 
Materials are used, Containers and stoppers 
thus made do not harm the contents and 
their colours do not “creep; they are 
always hard, strong and have a permanent 
high finish; they screw on and off easily 
and seal tightly. 


Manufacturers desiring to increase the 
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saleability of their goods should consider 
the possibilities of Bakelite Moulding 
Materials., 


Write for 3rd Development Publication, 


Articles illusivated are supplied by the 
County Perfumery Co, Branch of the 
County Chemical Co., Lid., Birmingham. 
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Telephone: Works: — 
VICTORIA 5441 BAKE i BIRMINGHAM 


(4 lines) (Est. 1690) 


68 Victoria Street, London, S.W.I 








IN 
GREAT BRITAIN, 
IRISH FREE STATE, 
AUSTRALIA, 
NEW ZEALAND, 
INDIA, 
SOUTH AFRICA, 


CANADA, 
and on 
THE 


CONTINENT 
OF 


EUROPE 


C.MITCHELL¢ CL 


land 2 SNOW HILL, LONDON, E.C.1. 





Three Important Points: 


l In all the above Markets THE HOUSE OF 

* MITCHELL is qualified to give expert advertis- ~ 
ing service based a long and: varied experience, 
first-hand knowledge of local conditions, as well as an 
unrivalled acquaintance with the advertising value of. 

* the Press of the various countries. | 





$) On the Continent of Europe, banking accounts 

are maintained in each country, and payment of o 
accounts is accepted in the currency Q of the country : 
concerned. 


3. Many International Advertisers have ehteusted : 
Ae us with their publicity arrangements. Reference 
to any of them gladly given on a 





“porch Hons 88. LONDON 








Has Your Firm 


reached that stage 


WHEN IT Must ADVERTISE ? 


Ng anufacturers who reach that stage 
-f when they must start advertising 
face the important problem— 
the difficult problem—HOW TO 
BEGIN. 
“When I say that the manufacturer 
hould first formulate a definite market- 
ix plan, Iam making no mere theoretic 
ssertion. There is too much advertis- 
g nowadays, too much competition 
x the consumer’s pound, to make 
planless publicity other than the riskiest 
experiment. But a marketing plan, 
volving decisions of the area which 
vertising shall cover, the choice of 
distributive outlets, presentation of the 
ods, amount to be spent on adver- 
ing, copy policy, etc., can only be 
lived from a thorough knowledge of 
market and distributive methods. 
-firms launching out for the first 
can claim to possess this know- 
». Here, therefore; is a bare out- 


























what the young firm should do 








_ to enter successfully the field of 
























. Market Research 

_ This is the first advertising auxiliary 
to be employed. There is the choice of 
employing either an independent re- 
‘Search organization or of leaving the 
ob to the advertising agency, if it is 
equipped for such work. 


SPS 


2. The Advertising Agency 

The manufacturer will be wise to 
oose his agent, not on the strength of 
portfolio of pretty designs or the 
ecorativeness of the agent’s offices, but 
for the efficiency of his organization, 
_ financial soundness and his willingness 
_ to study the nature of his client’s busi- 





aign 

y has revealed 
marketing chain 
jas been decided, 








y that policy — 


By W. RAMSAY BURKE 


out in a single area which as nearly as 
possible is the whole market in minia- 
ture. 

The research agency or the advertis- 


ing agency understands such test areas 


and will plan them out in detail. 


4. The Plan 

After the test has demonstrated the 
soundness of the marketing plan get 
ready for the grand assault. Manu- 
facturers with patchy distribution have 
the choice of two policies. They may 
adopt the zone method of marketing, 
concentrating on one area at a time by 
turning the whole sales force into the 
territory and getting the maximum dis- 
tribution before the advertising opens. 
Or they can utilize national as well as 
provincial media and try to bring their 
weak areas up to 100 per cent efficiency 
by promising dealers the support of a 
big national advertising campaign. The 
decision rests on the resources and the 
extent of the distribution at the manu- 
facturer’s disposal. Assuming the latter 
course is followed, the allocation 
of the advertising appropriation among 
different forms of publicity is the next 
problem. 


5. Choice of Media 


With a reputable advertising agency 
the advertiser need not fear that the 
commission system of remuneration will 
bias his agent towards any one medium, 
irrespective of its merits. The agent’s 
first desire is to keep his client by 
increasing his sales: He stands or falls 
by results, 

Partisan disparagement of other forms 
of publicity by press, poster or printed 
publicity interests need not influence 
the advertiser. His problem is to take 
a middle way between too great a 
diffusion and too great a concentration 
of his advertising effort. 







Ideally, the plan of campaign should. 
be to follow the consumer about. I. 
< mean that literally. Fo 
in every step of his daily 











media 






on holiday, on foot or travi 


_ing or merrymaking. T 


he is alert. 























preoccupied with other things. 





For every advertiser ™ 
something approaching 
tribution or with a plan 
national distribution t 
spread advertising, the » 
culating dailies are indis 
product is bought by the: 
advertisers can also profit: 
class dailies, the papers of s 
culation read by the buying č 


6. The Daily P 








7. The Provincial Pres 
The circulation - 3 
advertising agents 

are big areas covered öl 
“nationals’’. The provincial nev 
papers are essential to any patom | 
campaign not only to Gl these weak = 
spots but also because local painom — == 
may enable the provilicial paperto give o ooo 
a higher “reader credibility’ (o (he 0. - 
advertising it carries. | 7 








' 
8. Magazines oe 
Careful consideration must be piven =o 
to fiction magazines, politicaland Hier o o o 
ary reviews, and similar si Diro o o o 
publications. Their teag Ee is o o 
pethaps their strongest recommend. o ăć o o 

ation, but their influence on overseas o ă— 
sales will weigh more stongly sii o == 
some advertisers. P 
Every kind of magazine and petora o > 
review appealing to women must be: | 
examined and their potentiality 






weighed as, for a great mass of pre 





ducts, women are the great buyers 
to-day. 2 














One must also consider 


















oe | Chis is rather part of securing dis- 
tribution than of the main publicity 
-¢ampaign. There is too much that is 
stereotyped in the manufacturer’s nor- 
mal method of telling the trade about 
his. publicity activities. Space in the 
trade Press could be better utilized if 
the advertiser told the trade more about 
the ways of doing better business with 
advertiser's product and how the 
ula back the dealer in this 


with the ‘Geant the 

i? product and the kind 

rs may be highly valu- 
y be useless, 


ek new devices are intro- 
ching the consumer’s eye. 
shief forms of sign publicity are 

: elaborate illuminated signs 


order. for envelopes was about to 
by a famous firm. Competition 
nvelope makers was keen. The 
3 interviewing the salesman for 
soncern that was trying to get the 
otder. The buyer was closely examining 
a sample envelope; it was exactly what he 
anted. in price, but he was dubious 
bout its strength. The salesman had to 
eave without finally securing the order. 
Next morning the buyer found amongst 
his mail an envelope containing a heavy 
¿> package. He opened it and found a thick 

slab of wood, to which was pinned a note 
from the salesman saying: ‘‘How has the 

as envelope stood up to this through the 
cocoes post?! The envelope had passed the test, 
ee amd the salesman got the order. 


eee A jewelle t near the railway station of a 

large town noticed that a great many 

_ people regularly, each day, adjusted their 

_ watches. by the electric clock in his win- 

dow. He put a special notice above the 

clock: “TE your watch needs frequent re- 

setting, bring it inside and have it Pro. 
perly adjusted. Special price 2s. 6d.” 

roved a- wonderfully good business ie 












laundries suffer a slump during 









structing i its delivery men to ase rtainn- 


Which of these ser- 
vices will help to 
build up your busi- 
ness ? Check your 
needs against the 
list on the page 
OPPOSITE 


liday season when local residents are Co 
y- One laundry overcame this by in=. 





has wonderful possibilities. Nearly 
every business can use signs of some 
sort. Consult an expert, 


13. Films 
The publicity film offers tremendous 
possibilities for still further develop- 





EAS which have 
creased SALES 


apparel should be posted to the laundry 
from the holiday resort and explaining 
that it would be returned, post free, with- 
in a certain number of days. A printed 
addressed tie-on label was enclosed with 
each letter. 75 per cent of customers used 
the idea. 

i- 
The bathing season has been made good 
use of by a sports goods retailer. Realiz- 
ing that people who cannot swim, even 
though they would like to, do not buy 
bathing-suits, he offered six free tickets 
for swimming lessons at the corporation 
baths to every non-swimmer who bought 
a bathing-suit. The idea has brought him 
much repeat business beyond the sale of 
many extra costumes. 


vs 

Salesmen on the Road hear at first hand 
the complaints about a manufacturer’s 
goods. One firm offered a {10 prize to the 
salesman who offered the best improve- 
ment to one important item suggested 
from complaints or criticisms heard among 
users. The prize was won, and the im- 
provement made increased the sales value 


of the product far and away beyond. the 


figure of the prize-money paid. . 
> ces 






or jailing scheme. J. W. Ruddock 
printer ters, of SOFE state that: a 


selling object: it wilt be denied e 


_ eventually. : a custom OF: mai 





















































tion in any but third-rate cinemas. 

The advertiser is not confined | 
cinema exhibition. There are hun- - 
dreds of private halls all over the | 
country which are available for the 
exhibition of films. x 

Apparatus for day light exhibition on | 
motor vans is available. Another valu- | 
able use for the film is the demonstra- | 
tion of products and services by means _ 
of portable sub-standard projectors — 
which the salesmen take round with 
them on visits to customers. Even 
“talkies” can be used. Consult the 
specialist in this wide field. aoo 























14. Direct Mail (Postal 
Publicity) ae 


Even when no mail order - trade 
carried on a certain amount 
publicity will assist retailers 
sales for the manufacturer. `T 
of an informative booklet encou 
retail sales eand provides a “‘key 
_ press advertisements, while retailer 
‘dispose of stocks of printed matt 
counter exhibition or through their 

(Continued on page = 


list. The order is acgording to 
with which a large test sheet was Te 
a distance: j 





1. Black text on Yellow pape 
2. Green a White 
3. Red „o White 
4. Blue » White 
5. White » Blue 
6. Black ». White 
7. Yellow ,, Black 
8. White » Red 
.9. White , Green 
1o. Red a Yellow 
1r. Green » Red , 
12. Red ; Green £ 
> 


Soap at sixpence a tablet, nicely pushed 
and artistically displayed in a retailer's 
window, proved to be a ‘‘dead”’ line. It 
would not sell. The retailer put the lot 
into a sack and placed it near his door- 
way, with a special bargain ticket. In 
three days he had sold the lot—and eri 
out reducing the price. 





A red tab with the wording, “The goods 
you inquired about are on page ; 


is inserted in catalogues sent by one firm 
to inguirers. It enables them to turn 
straight to the goods in which they 
interested. 

pa 


By putting a giant ink-well just inside 
its doorway, from which passers-by 
fill their fountain-pens free of ch 
stationer’s shop. gained. the goodwi 





ight a shoe shop new cu 
s the attention of, 2 
footwear, o 
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MODERN 
ADVERTISING SERVICES 


To help your business towards— 


BIGGER OUTPUT — WIDER SALES 
QUICKER TURNOVER — MORE PROFITS 


Here are 100 services. Some of them you already use, but which can you add to 
make your organisation a still better working unit and a greater profit builder? 





Consumer Research MARKET RESEARCH 


Selecting Test Areas 
Examining Newspaper Coverage Asa. Separate Servic 


Dealer Research 
Statistics Relating to Competitors 





—— ssn 
s 





All of Above ; gans ; 
Planning Complete Publicity ge re oo eo 
Schemes THE ADVERTISING Liaison with all Specialist Services 
Selection of Media; Copy; Wus- ee See Below) 
trations ; Placing ; Keying results Routine Work Connected with 


AGENCY 


Design of Stationery, Pa 
Literature, Catalogues, i- 
tion Stands 


Clients’ Publicity Schemes 
Advisory Setvice 


Newspapers: National and | | Technical Papers 
ew cas: Small Local S PRESS PUBLICITY erki Pelodicals (Vocational, 
Trade Papers i Hobbies, etc.) 


menve 









Si Kite-Bann 

Porters (Vehicles, etc.) OUTDOOR Floodlighting 

i emery He Cine Projector (Silent and Talkie) 
os c- ors eni an & 
» (Mechan PUBLICITY Çine P: 


e Distribution 


——' 


Prin Dictating Machines 
Printing Office Machine Kig e j 
Over- g, Counting, F & 
Over ng ig DIRECT MAIL Addressing, Counting, Frankin 
Link-ups with National Adver- Card Indexing 

tising 5 Compiling Prospect Lists 


Window Displays 







SPECIALIST 
SERVICES 


ting 
Box and Package Designing 


Van Painting 
Film Production (Standard, Port- Exhibition Stands 





able, Talkie, Silent) Artists 
Film Projection Gift Novelties 
Film Distribution AND EQUIPMENT Editorial Publicity 
Salesmen Training Service Avallable separately or through Engraving 
Photography G a Reputable Advertising Agency Typesetting 
Sales riting Typesetting (Foreign Languages) 
Typ ee Addressing Translations 


Speci "Van Bodi 
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World-Wide 
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Distribution an Sales . . . 









‘TO-DAY... 


ny 


I’m putting on the market 


iy , “a nA Ñ% 
a NEW shirt WM eA 


WHICH NEEDS 
NO BACK STUD! 


A mey pomi oey pepiniere amk È him bius tudang tnbmet darm br the Eor 
ad Landen Doly t dopt o nee tet aih pool ak ot 
Amr stetnenng anan vik a eba Fa dedet we par st m he 


Farn af all È rane te vey tefewnt; thet de Dapid dant a 


WITHIN 
SIX MONTHS! 


HOW? By using the specialised services of 
marketing and advertising which are available 
to EVERY manufacturer to-day. How this new 
shirt was made famous almost overnight is ex- 
plained by F. T. POULTON In an interview with 


Tie Shaphewl wee d on mbe arap abomaphont the 
m pag ot w dabas. 





No burlesque, no ‘baliyhoo’. The national appeal tothe male public 
was based on a careful study of the product and, above all, of the 
minds of prospective buyers. This study revealed that a plain, 
straightforward story was the proper appeal. Results proved thatthis 
calculation wasright. That Isadvertising—PROPERLY PLANNED 


ix months or so ago Shepherd shirts 
were practically unknown. True, 
Mr. Shepherd and his partners were 

running a small bespoke shirt business, 
but so far as the man in the street was 
concerned the name meant nothing. 
Then Mr. Shepherd invented the ‘‘no- 
back-stud’’ shirt. That also was un- 
known. It was decided, however, to 
make it known—by advertising. 

In well under six months the new 
shirt was not only a familiar thing to 
every man, every retailer and every 
shirt manufacturer in this country, but 
requests to be allowed to manufacture 
it on licence had come in from shirt 
manufacturers in nearly every civilized 
country throughout the world. 

From a small local business to a huge 
and still growing business with nation- 
wide sales—all developed within six 
months. That was the power of INTEL- 
LIGENT MARKETING 

This development is one of the best 
examples in recent years of what a pro- 
perly-planned marketing scheme can 
achieve, depression or no depression. 

After the decision to make the new 
shirt a product for the million, a com- 
plete scheme of production and distri- 





bution was prepared 
before any publicity 
was released. 

The Shepherd 
company themselves 
built a new factory 
for bigger output of 
the new shirt. Fresh 
travellers were en- 
gaged and specially 
trained to sell the 
shirt to retailers, not 
as an ordinary, com- 
monplace article but 
as a new and special 
product of unique 
advantages. 

Then  well-estab- 
lished shirt makers 
through the country were approached to 
manufacture the shirt under licence. 
Important concerns at strategic points 
took this up. The advantage of this 
arrangement to Shepherd was not only 
increased production at these points but 
also the widely spread distribution to the 
retail trade which was obtained through 
these manufacturers’ own travellers. 

With the Shepherd company’s own 
travellers and those of the other big 
manufacturers busy in the field, contact 
was obtained with almost every retail 
dealer throughout the country. With 
this activity started, however, it was 
backed up with a well-planned trade 
advertising campaign. The actual cam- 
paign consisted of a series of full-page 
advertisements in the trade Press, a 
small dignified window display, a folder 
for distribution to the trade, and an- 
other folder to be circulated among the 
public v:a the retailer. 

The result of this combined force was 
a volume of orders from retailars which 
was far in excess of even the big figures 
which had been expected. The present- 
ation, well designed and planned from 
all angles, had put the new project over 
with a bang. 


THOMAS L. SHEPHERD 
of Shepherd Shirts Ltd. 


The production and distribution thus 
arranged, all was ready for the big shout 
to the public. And what a shout! Space 
valued at over £4,000 was taken in the 
national newspapers on the first day, 
and within a few weeks the sum had 
run into five figures. 

Admittedly this was big money. Was 
it justified? Results proved that the 
power of good advertising more than 
justified the expenditure. Repeat trade 
orders came in in steady volume. Addi- 
tional manufacturers wrote, wired and 
cabled from home and from countries 
all over the world, asking to be allowed 
to manufacture the shirt under licence 
and to use their own channels for dis- 
tribution. Thus business grew rapidly, 
yet steadily. 

Yet there was no stunt, no ballyhoo, 
in the national advertising which put 
this new product over so sensationally. 
The appeal was most carefully devised. 
It was appreciated that men are seldom 
“sold” by sensational headlines and ex- 
aggerated statements or illustrations. It 
would have been easy—in fact, it was 
the obvious approach—to ‘have enlarged 
on the tyranny of the back stud theme. 
One can imagine how some comic 
artists would have revelled in drawing 
a picture of a rotund and rumpled 
gentleman groping under the bed for a 
lost back stud. But this would have 
created the very attitude of mind in the 
prospect that had to be avoided. 

Burlesque was therefore shunned. 
The whole of the copy and illustrations 
were devoted to a plain explanation and 
illustration of exactly what were the 
advantages of the new shirt and how 
they operated in the users’ favour. The 
whole campaign inspired | confidence, 
and it won. It was, as I bay, one of 
the most excellent examp of what 
marketing and advertising| will do if 
it is properly planned by} specialists 
who really know whatj they are 
about 
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A pproccting this Three Way Sign from the 
left, you see the “Strathnaver”. Passing on, the name of the P.O. Co. 
appears. You take a few steps forward, and are amazed to find that 
the ship you now see is an entirely different one—The “Carthage”. 


@THERE IS NO MECHANISM USED IN THIS SIGN 


The above ts one of many signs that will be shown in our exhibit on :— 


Stand 106% ADVERTISING & MARKETING EXHIBITION 
OLYMPIA, LONDON, JULY I7TH to 22ND, {933 


THREE WAY SIGNS LTD. 


Head Oficee: 84 HATTON GARDEN, LONDON, E.C.| 


Telephone: Holborn 2066 


AE AND AT BIRMINGHAM, MANCHESTER, LEEDS, GLASGOW, PARIS, 
STOCKHOLM 
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SAFELY and 
SPEEDILY 















Over £16,618,000 
was advanced last 
year by the Halifax 
Building Society. 





BUILDING 
x BUYING 


inan LMS 
A CONTAINER! 


“ Why haven’t we used them before ?” will be the 
question you’ll ask yourself when you begin sending 
your goods In LMS containers. 


There’s a container specially designed for every 
transport Job. Confectionery, groceries, boots and 


There were never better inducements 
to property purchase than are avail- 
able to-day. The cheaper building 
costs, the reduced rates of Interest to 
Borrowers, and low repayments 
through the Halifax Bullding Society 
make House-buying the ideal form of 
Investment. 


Large sums are available for immediate 
loans on approved properties. At the 
present time over 166,000 Borrowing 
Members are being assisted to complete 
ownership through this famous Society. 


ASSETS EXCEED £88,000,000 


HALIFAX 


THE WORLDS LARGEST 


BUILDING SOCIETY 


Head Offices General Manager 
HALIFAX Sir ENOCH HILL 


LONDON DISTRICT OFFICE 
124, CHARING CROSS ROAD, W.C.2 
OVER 360 BRANCHES 











shoes, earthenware, machinery, frozen and chilled 
meat—whatever the consignment may be—are care- 
fully packed by experts and the goods are not handled 
again until the customer unpacks them. No chance of 
breakage and pilfering. Packing costs are cut down 
to a minimum. 


For full particulars about transport by LMS ¢ontainers 


you should get Into touch with your local LMS Agent 
or write to the Chief Commercial Manager, Department 


- B, Euston Station, London, N.W.!/. 


SEND YOUR GOODS |. 


_ a - 
Laet i ma > : 
wwe 
y mt S Y 
t w aad 
mm = m - E 
a A di A 
eo i7 
k w 





PRODU: TION 
“ME HODS 


23 


& EQ JIPMENT 








Vauxhalls SPEREN LI 
HALF-A-MILLION to Reconstruct 


FoR THE POPULAR PRICE 
MOTOR CAR MARKET 


By E. D. MARTELL 


From an investigation of the new plant at Luton 


y adding 17 per cent to their factory 

area, re-organizing their works and 

taking on about 25 per cent more 
men to bring the payroll up to 3,500, 
Vauxhall Motors have increased pro- 
duction by just over 50 per cent. 

The reason why and how this has 
been done is a story which begins about 
two years ago, when it was decided that 
Vauxhalls should enter the smaller car 
market. 

Immediately this decision was 
reached the programme was mapped 
out—one might almost call it a ‘‘two- 
year plan’’—which involved the com- 
plete re-organization of the factory, 
with new buildings, new machinery, 
new roads . . . a {500,000 scheme. 

That programme, made two years 
ago, has been followed, not only to the 
day, but almost to the minute, in all 
details. 

A careful study of motor car registra- 
tion figures inspired the belief that a 
light six would be the ideal model with 
which to make a début in the light car 
market. So it was decided that the 
newcomers should be two six-cylinder 
jobs of 12 and 14 horse-power. 

Without delay the experimental 
department got busy. Models of all 
popular competitive cars were given a 
thorough gruelling. They were tested 
on all sorts of roads in all weather 
conditions in order to find out just how 
good they were—and therefore what 
had to be beaten in the way of appear- 
ance, comfort and performance. 


„How the New Models were 
Planned in Outline 


Working with this data, a number 
of small coloured drawings were pro- 
duced, in order to afford some idea of 
how the new job would look, and then 
the experimental engineers built a 
‘mock up’’, or a full-sized model of a 
motor car, having no seats inside, and 
no engine under the bonnet. When the 

mock up was built, it served to show 
what the new car, as then planned, 
would look like. 

A number of modifications were made 
at this stage. And when the mock up 
was finally approved, the body engin- 
eering department prepared their draw- 











ings for production, while the chassis 
engineer began his work with the 
engine and gear box specialist, and the 
chief draughtsman. 

There are about 245° different parts 
in the new Vauxhall, counting dupli- 
cated parts as one. Those 2,250 are all 


distinct, each with their own part 
number, and they all had to be 
designed. 





10,000 new operations 
every one PLANNED to 
a second were necessary to 
achieve this great switch-over 


As the various parts of the chassis 
and body were completed and proved 
satisfactory by theory, they were 
passed to the experimental engineering 
department, and here the ‘‘project”’ 
began to take actual shape as a motor 


car. Those parts were made, half a 
dozen or so at the time, laboriously and 
slowly, ‘‘by hand’’ almost. 


Several engines were built first, and 
they were given a prolonged bench test. 
Each ran for 300 hours or so, equivalent 
to nearly three weeks’ continuous run- 
ning. They were tested in the cold 
room, well below zero, to make sure 
they would start well on cold mornings. 

At last sufficient parts for body and 
chassis had been turned out to build a 
number of complete cars. The parts 
were assembled, and the first half-dozen 
of the new Vauxhalls were ready for the 
road. They had cost about £3,000 each 
to build. 

Every night they left the factory, to 
cover 300 miles before returning again 
in the morning. Every night each 
driver-mechanic noted down even the 
smallest details of his car’s behaviour, 
and when he handed in his report in 
the morning, the engineers acted upon 
it while he went home to sleep. 


566 New Tools were designed 
for One Job 


The cars were driven mercilessly, in 
good weather and bad, over good roads 
and difficult tracks: up hills that they'd 
never have to climb in ordinary usage. 
They covered varying total mileages-— 
anything up to 100,000 miles—to make 
a complete test. 

During these tests various ps 
revealed themselves as correct early on, 
and as there was no need to hold up 





lowers the completed body by 
from above, another puts on the. 


EE te e we i me 


-This re-organisation was a Two-Year Plan, so carefully 


~ thought out that the programme finished almost to the 
-forecasted minute. £500,000 was spent on planning, 
tools, materials and testing before the final production 


~ line of new models began to move. 
















til everything else was ready, the 
ngs of those parts were released, 
rrangements made for production 
volume, which meant determining 
t and most efficient machinery 
sh operation, designing special 
shines, jigs gauges, tools, etc., 
ining the best sequence of opera- 
s and so on. No fewer than 566 
rely new and special tools were 
quired for the cylinder block. 34 
<tures or jigs had to be evolved; 80 
ges for checking the work done by 
ools and jigs. Then there were 
rdinary tools. 

nning the sequence of opera- 
me factor had to be arrived 
s settled at 6 minutes. In 
is, each operation had to be 















Jobs which took only one 
uld not be stretched out, of 
but grouped together so that 
ould be done by one man in 
tes. 

-By working to this time factor there 
-~ are no hold-ups, no “‘piling”’. 





Models Used for the 
Floor Plan 


In planning the prodaction foor, 
ewoo points had to be established where 
= inspection must be carried out before 
© any other work is done. On the 
| cylinder block line there are six such 
points. When one is reached, all the 
work. done since the block left the 
=- = previous inspection point has to be 
checked. 80 gauges had to be devised 
for this testing, and many of them are 
“of the combination type, checking six or 

<- more points. 
Now for the planning of the depart- 
nental layouts. The production mana- 
er planned for the new project, and 
levoted himself almost exclusively to 









































have to be entirely reorganize 





that it would occupy just | 


t. It was apparent, of course, that to — 
take care of the vastly increased pro- — 
duction that would ensue when the new 
~ynodel was available, the factory would. |. 





with blue-prints, plans, and tiny paper 
models of machines he studied how 
things could best be re-arranged. 
Again, smoothness of flow had to be 
achieved, not only from machine to 
machine, but from building to build- 
ing. l 
As things began to work out, a sched- 
ule was prepared, and different moves 
were marked down for definite dates 
months ahead. The result is that a pro- 


where completed vehicles leave. 

Each main line has a number of 
smaller lines joining it at right angles. 
On the cylinder block line, for instance, 
these smaller lines carry pistons, con- 
rods, cam shafts, and so on. They 
start at one end in the rough, and reach 
the main line, finished, at the exact spot 
where an operative is fitting them to the 
growing power unit. 

When the engine is complete it 
comes off the conveyor while it is 
tested. This done it starts off on 


QUICK AND EASY 
DUST REMOVAL 


W hen filing fire-bricks the dust 
collected on the work bench, 
covered the workers’ tools, hands 
and clothing and, when swept off 
the bench, polluted the air for 
many yards around. To avoid this 
a dust-tray, 2ft. square and 2}in. 
deep, was made. This was covered 
with a top of ordinary wire-net- 
ting. The brick to be filed was 
placed on the netting top and, of | 
course, the dust simply fell through 
into the tray from which it could. 
be emptied quite cleanly as and 





when required. There are many | 
kinds of filing operations to which | | 
‘this simple and effective idea could | , 


the steering wheel, tH 

onnet, 
and another connects the electric ` 
system, at which point the car is com- 
plete, a mechanic then climbs in and- a 
drives it off to the garage where, after _ 
a strenuous road test, it awaits dis- 
patch. So co-ordinated is production _ 


that the actual assembly takes only two __ 


hours and a half. ) n 

For the change over from the old to _ 
the new production method it was _ 
necessary to close the works at Luton | 
for three weeks. Some time before this _ 
all departments worked overtime to _ 
supply all demands by distributors _ 
while the works were closed.. eee 

As with everything else on the pro- | 
gramme, the reorganization of the works — 
was accomplished without a hitch and _ 


ci to the minute. 


Production Line Then Start 
to Move 


While this planning and reorgani 
tion was being done, the mate 
supply manager was establishing so 
of supply. He had to find firms 
could supply steel to specificatior 
supply exactly what was wante 
timber, trim material, and eve 
else for which the factory wo 
calling. The number of actu 
tracts placed ran into several hundre 

When materials began to a 
before production could be startet 
the tools and jigs which had been 
had to be “proved”. Once throug 
this proving, with everything goin 
properly, “the line” began to mov 
and the first dozen or so productio 
models were made. These were t 
modifications and improvements. 
made. The line began moving on 
more, and this time a hundred or- 
rolled off. More testing: more modifica- 
tions, and then—production began in _ 
earnest, and a bank of cars was built _ 
up ready for dealers to collect on the | 
launching day. eee 

Incidentally, before . .production — 
could be properly controlled, every. 
single operation had to be separately . 
timed—-to hundredths of a minute co 

If a man had to drill a piece of metal, | 
a time study expert found oyt how long _ 
he took to pick up the metal from on€ — 
stillage,; feed it into the machine, drill | 
the hole, remove the metal, and place | 
it on the finished stillage. Lees 

The operative was timed on five — 
separate occasions: an average struck, — 
5 per cent added for contingencies, and _ 
then the time thus obtained recorded in — 
the standards book. This contains a- 
record of the time taken for every- 
single operation from start to finis 
And as there are just under Io 
manufacturing operations in the. 

















































No Records Lost. 
in Our Office’ 


rhe PARAGON REGISTEI 


AUTOMATICALLY FILES UNDER LOCK AN 
KEY A COPY OF EVERY MANIFOLDED RECOR 


Ever since we installed tł 
Paragon Register not a sing 
record has been lost. It seen 
incredible now to think th: 
sometimes a whole book «< 
current records was mislaid fe 
several days. 
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A TM Now, of course, the Parago 


> Register looks after our record 
Every time we write a docke 
IT’S A “BRITISH MACHINE the Register automatically files 
copy in a locked compartmen 
LET US SEND YOU 


PARTICULARS AND | 7 7 oS NR 
SPECIMENS OF 
PARAGON SPEED FORMS 


[AMSON PARAGON 
Speed Stationery for this Age of Speed 
PARAGON WORKS, LONDON, E.16 


Tel No.: ALBERT DOCK 2702 (many lines) 








COMPANY AND PROSPECT 





PRINTERS FOR OVER [00 YE, 


of every foreign language 


WILLIAMS, LEA & CO., LTD. 
Clifton House, Worship Street, London, E.C. 2, 


i also specialists in the printing 
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SIEMENS 
-“NEOPHONE 
PRIVATE 


EPHONE SYSTEMS 








ale outright or on Rental 


WRITE TO 


AUTOMATIC TELEPHONE SECTION 
ENS BROTHERS & CQ L? 


UPPER THAMES ST., LONDON EC 4 
TELEPHONE ' CITY 5350 











By installing British “BIZADA” Visible Equipment you 
will have “‘spend” to “‘save.” 


Postings are made in 40% less time. By means of coloured 
indicators you will see visibly the following information:— 


I. SALES DEPARTMENT. Those customers who have not 
been ordering regularly. 


2. STORES DEPARTMENT. Lines which are out of stock 
or on order and require “‘following-up.” 


3. Accounts DEPARTMENT. Laggard payers and how 
long their accounts have been in arrears. 


Write or 'phone for particulars from the original British 
manufacturers and patentees of Visible Equipment. 


CARTER-PARRATT Lid. 
16 VICTORIA STREET, LONDON, S.W.1 
Phone: Victoria 1045-1046 Works: Wickford, Essex 





SPEEDING UP! 


A SPEED OF 150 PER MINUTE 
CAN BE EASILY ATTAINED WITH THE 


LIGHTNING 
STAMP AFFIXER 


NEW 11933 IMPROVED MODEL 
No. 5006 Without Numerator 34 Gns. 


No. 5005 With Numerator - 10/6 extra 


HEAVILY NICKELLED MODEL WITH 
BAKELITE HANDLE. FOR HEAVY WORK 


No. 5008 Without Numerator 4 Gns. 
No. 5007 With Numerator - 10/6 extra 


PICKS UP! MOISTENS! SEVERS ! 
ATTACHES | COUNTS THE STAMPS/ 


IN ONE OPERATION 


VELOS INSURANCE MODEL 
PICKS UP—MOISTENS—SEVERS—ATTACHES— 
COUNTS — AND CANCELS YOUR IN- 
SURANCE STAMPS IN ONE £6 
OPERATION © =» e «= = = 


MADE IN ENGLAND 

















VELOS LETTER OPENER 
CUTS THE MEREST STRIP FROM THE 
ENVELOPE WITHOUT DAMAGING CON- 
TENTS. SAVES 20 MINUTES IN EVERY 
30 NOW TAKEN IN OPENING 37/6 
MAIL BY HAND- - - - - 3¢/ 


MADE IN ENGLAND 





SOLE DISTRIBUTORS 
FRANK PITCHFORD & CO., LTD., 11 WELL ST., LONDON, E.C.1 




















































ven to-day one comes across some 
strange anomalies. In offices other- 
ai wise well equipped inter-communi- 
cation between departments is often 
inefficient, sometimes even primitive. 
Only a few days ago I was with a direc- 
tor of a big concern, housed in a modern 
office. This executive, requiring a head 
slerk, rang a bell for his secretary. It 
ok about twenty seconds by the watch 
‘this young lady to appear. When 
e did arrive she was djspatched to 
h Mr. So-and-So from the floor 
ve. 
The whole business took about twelve 


desk and had to be sought else- 


ott. Tt is not my province to advo- 
>- one system of inter-communica- 
1 more than another; in fact, it 





Two E however, are out- 
tanding. The loud-speaker telephone 
nd the automatic internal telephone. 
fhe loud-speaker system, though it does 
ot operate through a properly auto- 
matic exchange, communicates direct to 
any number of departments and is, 
therefore, automatic in its effect. It is 
nly necessary for an executive to de- 
press the switch of the department to 
which he needs to communicate and 
then to speak. At the other end his 
voice is heard as though he were stand- 
ing in the room. Neither the person 
sending nor the one receiving the mes- 
sage needs ear-phones or any other 
adjunct. It is a means of ‘‘direct con- 
versation’’ between persons, as though 
no space or obstacle intervened. 


Multi-party Conference by 

l phone saves much time 

o mes it happens, when an exec- 
; spea nne to, say, his sales 


















utes because Mr. So-and-So was not 


















WASTE IT... 


“Accountant” and hold a three-party 
conversation. There is no need at all 
to switch off one person before another 
can be spoken to. By this system, in 
fact, a complete conference can be held 
without any of the members leaving 
their individual offices. What does 
enormous saving of time and trouble 
mean to the busy executive? 
Sometimes, in a loud-speaker conver- 
sation, an executive may ask a question 
and not want the voice of the person 
replying to be heard in the room. In 











E. T. DENYER 


describes here the great improvements 
and speeding up of inter-departmental 
communication made possible by the 
development of the loud-speaker tele- 
phone and the automatic internal 
"phone. 


But these are not the only systems of 
aa on E j 
house” communication newly de- 


veloped to improve executive control. 


In subsequent articles will be described, 
in detail, other systems which demand 
just as. much consideration in this 
important sphere. 





this case he merely lifts the ear-piece 
provided for such needs, and the reply 
is then audible only in the actual ear- 
piece. This is a very important factor 


„in some types of businesses. 


| When the loud-speaker calls, a soft- 
toned buzzer sounds, while a white 
shutter indicates what department is 
calling. If the executive thus called 
does not want to be disturbed he can, 
by a switch, cut off the buzz; this at 
the same time automatically indicates 
to the caller that the person called does 
not wish to reply. 

This instrument can, also, be used 
without conversation. For such pur- 
poses as the summoning of a messenger, 
commissionaire, shorthand-typist, etc., 
a definite signal can be fixed, such as 
two or more “‘buzzes’’. In such a case 


the buzzer of the instrument. can: be A 


used beeping ke as an EEEE y bell push, 





sys tal ed i in every de ; 









on inter- a 
communi cat io 





conversation may alrea 
between two or more : 
as far as concerns the 
master station the engag 
no obstacle, for as so 
his key connection with | 
a light appears on that 
that the speaker can gi 
an immediate right of 

For the business 
ordinary type of inter 
can be obtained on the 
matic exchange principle, 
only internal communication 
of course, any outlying un 
same organization, ever 





tih o 
tact with the Post Office: exche 





Day and Night 3 jervice 
without an Operator 
In selecting either a ‘these systems GS 











ine the needs of his individual concern, ee 
Maybe that he would need intercom. —_ 
munication with every department, yet. 
none (or very few) of those departments 
would need automatic contact with me e 
G.P.O. line. ES 

With the purely internal system w e 
operator is required on the automate — 
exchange. This enables all conv 
tions to be strictly p private: 
is even more. important, 
twenty-four hours’ a 
vice. This is parti 
big organizations 
hours are being k 
be i in touch withe 
xp rator. ee 

























includes contact we 


Safeguards Those Copies of | 





to send telegrams to our branch 
Siei and to agents. Though this 
practice has been in operation for some 
years, we have to confess that the 
routine of ‘‘wiring’’ was not very well 
looked after. Often it would happen 
that we could not find in the office the 
copy of a wire sent, say, two weeks 
previously. 

An occasion arose recently when the 
text of one of our telegraphed messages 
was disputed by an agent. He had had 
no confirmation by letter of the wire sent 
and we could not find our own copy. 
The office manager remembered that 
the particular wire in question had been 
sent in the greatest haste at the last 
moment, and he held this as an excuse 
for the loss of the records. 

Telegrams, of course, usually are sent 
off in more or less haste, but I decided 
that a definite system must be installed 
which would make the dispatch of tele- 
grams as error-proof as any other part 
of the office routine. 

To ensure that exact copies of tele- 
grams are easily obtainable for filing 
and for dispatch by post as confirma- 
tion, we designed pads of duplicate 
forms for use with the official message 
forms. 

These pads consisted of a blank 
flimsy top attached to a distinctively 
coloured copy on a more substantial 
paper for mailing. This latter form 
bore a printed heading: ‘‘Confirmation 
of our wire sent you OM.............6006 
The sender filled in the date. The pads 
were made up by our printer and were 
provided with a binding edge. l 

In use, an official telegraph form is 
placed on top of the duplicate pad. 
By placing a piece of double carbon 
paper between the second (tissue) sheet 
and the lower (confirmation) sheet and 
writing upon the first (message) sheet, 
you get three copies of your telegram 
with only one writing, in this manner : 
the message sheet is the original copy 
for dispatch, the bottom sheet takes an 
impression from one side of the carbon 
paper, and the tissue sheet takes a 
Teverse copy, but this tissue sheet being 
transparent, the copy shows through 
forward from the reverse side. 

The duplicate forms are put up in 

ds for use in detached covers of one 
ħundred duplicate series to the pad, 
with forms numbered consecutively. 

These pads may be put up in either 
of two forms. If the sender wishes to 
keep all his tissue copies together in one 
pad for reference and checking pur- 
poses, the pads can be made up in the 
form of a wire-stitched book, with the 
message sheet and confirmation sheet 


| our concern it is frequently neces- 


TELEGRAMS 
By E. V. CLINTON 


perforated about one inch from the 
binding edge, since they must be torn 
out to be sent away. This, then, leaves 
the tissue bound in the book. In this 
case, a few white sheets can be bound 
into the front of the pad, alphabetically 
divided, to serve as an index. When 
the pad has been used up it can be 
taken out of the detachable cover, filed 
away, and a new pad will be inserted 
into the cover. 

Should the sender wish to write his 
telegrams on a typewriter, a pad may 
be used wherein the forms are merely 
arranged in twos. When writing a mes- 
sage, the typist tears off a duplicate set, 
inserts the tissue, sends out the message 
and confirmation sheet; and files the 
tissue on a post binder (for which pur- 
pose the sheets are punched with holes 
in the margin), indexing the message on 
the index-sheets of the pad. 


—— - — e 
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We tried the first method, but so 
that we could use typewritten messages 
more easily we switched over to this 
latter plan. 

The principal advantages derived 
from using this system are that it 
prevents errors, for you have the exact 
copy of your message as sent to the tele- 
graph office to post to your correspond- 
ent; this avoids disputes and acts as a 
safeguard as the confirmation copy can 
be posted; in many cases this saves writ- 
ing a letter. You are sure to get a 
copy of the message for your record, for 
you make it when you write your tele- 
gram. You have all your copies in pad 
form, and you can easily refer to former 
messages. A record can be kept as to 
the time the telegram leaves your office, 
these records appearing on all three 
copies. Cipher translations also are 
noted on the office copy. 

In an office where the vertical system 
of correspondence filing is used, it is 
usually desired to file copies of tele- 
grams with the correspondence. In 
this case the pad described above can 
be used; the tissue, instead of being 
placed on a binder, can be filed direct 
in the correspondence files, without 
being entered on a pad index. 

With us the plan has been in opera- 
tion for about twelve months and no 
hitch or difficulty about copies or con- 
firmations has ever arisen. 


This Standardized 
Desk System Saves 


10% 


of EXECUTIVES’ TIME 


By HUGH CARTER 
Director, Carter, Morris & Co., Ltd. 


where a good deal of efficiency is lost, 

yet it is a point which few mana- 
gerial executives think to tighten up: 
I refer to the widely differing personal 
work systems employed by the various 
departmental executives of a concern. 

In even the largest firms where office 
work systems have been studied and, 
more or less standardized to make for 
the most smooth and efficient running 
the personal systems of the department 
heads and senior clerks are generally 
left alone. 

It is admitted that a good, efficient 
work system gives to the user every 
advantage of time and energy saving. 
But a proper personal desk system 
applied to a whole office multiplies these 
advantages throughout. 

In the large mercantile house of which 
I am a director, an office system is used 
which has made uniform the methods 
of every department head and clerk in 
the office. The system is very simple 
and needs as an adjunct only a complete 
and efficient filing and follow-up equip- 
ment. 

Flat top desks are used. No pigeon- 


I" very many offices there is a point 


holes, no baskets, nothing that will 
accumulate unfinished material is allow- 
ed on the desk. The top drawers of 
the desk, on either side, are used for 
pending matters. The top left-hand 
drawer contains the morning mail and 
orders—anything that needs immediate 
attention. 

The first thing in the morning on 
coming in, the worker opens this 
drawer, takes out one piece at a time and 
notes on it what position he wishes 
made of it. If it requires a reply he 
dictates a letter, makes the notation 
and then drops it into the top drawer 
on the right-hand side into which all 
finished matter goes. If he picks up 
from the left-hand drawer a matter to 
come up in a day or two, he marks it on 
the lower left-hand corner and drops 
this, too, into the right-hand drawer. 

The upper drawers of the desk alone 
are used for business matters. The 
other drawers are simply used for carry- 
ing supplies and in no case for holding 
matter that is to be taken up at once 
or held in suspense. 

The upper left-hand drawer of every 
man’s desk must be emptied by night; 
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everything must be disposed of on the 
day it comes up, whether it is finally 
closed or is merely put away for con- 
sideration at another time. 

Messengers make trips through the 
office every thirty minutes. Papers or 
matters that they bring to a worker are, 
of course, simply dropped into the top 
left-hand drawer. At the same time 
the messenger empties the right-hand 
drawer, carries all the matter in it to 
a common filing point, where are 
brought the papers from the other desks 
in the office. 

Here all the papers are properly clas- 
sified. Those referring to aters which 
are finished are immediately filed; those 
intended for other people in the office 
are sent out to the proper individuals 
by the messenger; those matters which 
are to be followed up are filed in a 
follow-up cabinet which carries all 
the follow-up work for the whole 
office. à 

No verbal orders are permitted 
between employees in this organization, 
except from immediate superiors to 
immediate subordinates. Everything 
between co-ordinate employees must be 
done through correspondence. 

A special sheet is used dor this pur- 
pose. Here is written the request, 
instruction, command, requisition or 
whatever form the correspondence bet- 
ween two people in the office may take. 
These slips find their way to the 
common filing point and from there are 
distributed. If they require no answer 
or work to be done they are immedi- 
ately filed, otherwise they go into the 
follow-up. 

In sending any documents to the fil- 
ing room which he wishes to have come 
up later, the executive attaches to them 
a sheet which shows that this is to be 
followed up to the time when he wishes 
it called to his attention again. The 
filing clerk files the papers ahead to the 
proper date. Each morning the clerk 
takes out all the papers that are in the 
follow-up file in front of the guide of the 
current date. These papers are first 
distributed by the messenger in the 
morning to the various executives so 
that they have in their desk at the 
beginning of each day all matters which 
are to be followed up that day. 

Many things that go into the follow- 
up are merely matters to be attended 
to by other people—such as deliveries 
of goods to be made, specific work 
accomplished. Each executive who has 
affairs and matters of this kind has 


them put in the follow-up. 


In connection with the follow-up 
there is a clerk who is called a ‘‘chaser’’. 
It is his duty to see that matters of this 
kind are attended to at the proper date 
or that some reason for delay is given. 
In very large establishments there might 
be a “‘chaser’’ for each department, but 
in a medium-sized house one mđy be 
made to do for the entire business. 

This clerk goes over the follow-up for 
the day every morning. If he finds that 
some printed matter is to be delivered 
that day to Mr. Jones of Department A, 
he calls up the printing office and finds 
out whether it will be delivered. If it 
will not he gets the reason and reports 





When Executives are 
away on HOLIDAY .. . 


SS 






Te holiday season is now here. During this time most 
firms have to deal with letters addressed to executives who 
are away from the office. Usually the secretary of the executive 
4 concerned writes a letter explaining this and stating that the 
matter will receive attention on the return of her superior. 
This plan works quite satisfactorily in a firm where the staff 
is small and the mail is not heavy, but in larger concerns the 


Ry = typing of these letters takes up a considerable amount of time 





Mr 


will 


and involves a good deal of postage. 
One large firm in London always prepares a standard post 
card, run off on the office printing machine. It reads as follows: 
“This is to acknowledge, with thanks, your letter of . . 
... This gentleman is at present away on holiday. 
be put before him when he returns to this office on . . 


. addressed to our 
Your letter, however, 


It takes only a few seconds for the secretary to fill in the necessary blanks and 
the address, so the plan thus reduces to a minimum the time necessary for an 
unproductive job, The post cards, of course, save postage, too. 





So — 





it to Mr. Jones and gets his instructions 
as tọ what to do. In the same way he 
handles all matters of this kind. 

This uniform office system saves ten 
per cent of the executive’s time. First, 
he need do no walking around the office 
delivering messages or making inquiries; 
second, his follow-up work is all done 
for him, not only as to filing, but to the 
actual following up; third, by this 
system no worker is ever allowed to be 
overcrowded with work, 


recently came 
across a very simple 
idea which saved 
| an enormous amount 
of time in a West 
End office. The firm 
concerned was a fair- 
ly large one but all 
its executive offices 
were located on the 
fifth and sixth floors 
of the building. 

In the basement, 
however, the firm 
had an important 
store room, This 
store, obviously, was 
separated from the 
rest of the offices by several floors. An 
internal telephone, of course, con- 
nected the stores department with the 
offices above, but the day’s business 
naturally brought much documentary 
stuff destined for the stores. 

The office manager, told me, in 
the course of conversation, that 
formerly all letters and documents for 
the stores were distributed by the 
messenger boy on his usual rounds with 
internal mail. But what with waiting 
(often a long time) for the lift or, alter- 
natively, running up and down stairs 
the complete height of the building, the 
boy not only wasted much time but he 
used up quite an amount of energy. 

To overcome these disadvantages the 


Every man keeps ahead of his work 
and at all times his mind is free to think 
of other matters; nothing is left to the 
memory, for the follow-up system 
serves as a collective memory for the 
whole office. Every man knows that 
all his papers are filed systematically 
and that unfinished matters will come 
up at the proper date. 

This system is quite simple, both to 
instal and to run. It could be applied 
to any business. 





Simplifies The Job Of The 
x; OFFICE ‘POSTMAN’ 


By G. C. HOBBS 


manager had a small letter-box, labelled 
“‘Stores’’, fixed inside the lift. Into 
this box all documents for the stores 
were put by the messenger Boy without 
his having to leave the second floor. 

It was an easy matter for the 
lift boy, in his journeys up and down, 
to descend to the basement and hand 
in, over the counter of the stores 
department (which was right opposite 
the lift gates) any correspondence from 
the box. 

At the same time he could collect 
any matter from the stores and hand it 
in over the counter of the general office 
on the second floor. 

In this way not only was the messen- 
ger boy’s time saved but many special 
journeys of the lift were also saved 
since distribution to the stores was only 
made when the lift was actually 
required. Formerly messengers used 
to stand on the top floor and ring for 
the lift many times a day, often com- 
pelling it thus to make extra journeys 
up and down the entire building. 


— @——_ 


Bearing in mind that Business every 
month is full of other people's experi- 
ences, the following expression by a 
well-known business man is significant: 
‘Experience is a wonderful teacher, but 
it is very expensive. He profits most 
who capitalizes the experiences of 
others.”’ 
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» Stocktaking Bulletin’. 





“BRILLIANCY, BRIGHTON” 





Suppose you had a record system which would tell you in a 
flash, from day to day, the exact state of your stock—the exact 
position of every item you carry. When did you last order a 
stock of that line? How quickly will it be turned over? On 
what day will you need to replenish stock? What is the least 
amount of stock you need carry on each line? Which items have 
been overstocked? 


These questions vitally affect the economical running of your 
business. How quickly and how accurately can you answer them? 


Overstocking means slow turnover. Slow turnover means 
lowered profits. Kardex Stock-keeping Records, by visible warn- 
ing signals, enable every item to be carried to its greatest advan- 
tage. Kardex guards against errors in buying. It prevents over- 
buying. ae 


Kardex Records are 
simple to install and 
economical to main- 
tain. They are helping 
many of the greatest 
concerns in the coun- 
try to keep a constant 
grip on the vital facts 
of their businesses. 


You will be inter- 
ested in ‘‘Purchase & 


Write for it. Z 
K lI, LEADENHALL ST., E.C.3 


Tel. Monument 392! (7 lines) 


AND ALL PRINCIPAL CITIES 





ROYAL ALBION HOTEL 


BRIGHTON 


FORGET THE CARES of business—at least, 


for a time, at Brighton 


Write for reservations and illustrated handbook :— 


Sir Harry J. Preston 


Resident Proprietor 
Royal Albion Hotel, Brighton 


Telegrams ` Telephone | 


BRIGHTON 3103 
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How much time does|! “ a 
your stocktaking 
| waste ? 


PLANNING= 


By a MANAGING DIRECTOR 


problem common to most 
managers is that of planning their 
work to ensure that proper attention 
and thought will be given to every 
phase of it, without the necessity of 
setting up elaborate checks and follow- 
ups. My own management work has 
always included more planning and 
developmental activities than I could 
keep in my mind at one time, and 
several years ago I reached the point 
where there were such a number of 
matters in progress in my office at once 
that in self-defence I had to develop a 
planning board. 

By having six columns of 31 visible 
index pockets each, I am able to have 
six months of cards in front of me at 
one time. By using a coloured strip 
of paper or card in certain pockets, I 
get a graphic idea of how many Sundays 
and holidays there are in any month 
shown on the board. 

For other purposes than mine it 
should be a very easy matter to use 
coloured cards in accordance with a 
different scheme of graphic representa- 
tion. The method itself is applicable to 
almost any business when future plan- 
ning of detail enters into management. 
Each column of pockets is numbered 
r to 31, and the coloured strips for 
non-working days are placed in those 
pockets opposite the dates which are 
Sundays and holidays. 

To illustrate the use of the planning 
board, take the planning of a training 





To PLAN the day’s work effectively 
and to ensure that the plan works 
all the time is an essential to good 
management. This simple method 
enables the executive to keep such 
a plan in force 





BOARD to 
Organise 
My work 


class for salesman. The details involved 
in the holding of such a course are 
many, and the success of this class in 
no small measure, will be due to the 
care with which all details are handled. 

Having six months of working-days 
in front of me on the board, I can start 
backwards from the date on which the 
training classes are to start, and 
schedule all essential intermediate steps 
at one time. This I do by writing 
proper notes on the cards for the dates 
on which certain work must be 
commenced, or other work finished, and 
so on. These notes come to my 
attention at the proper tjme and give 
me the reminder which I need. If, for 
any reason, I am unable to take action 
on the notes on the day on which they 
are brought to my attention, it is an 
easy matter to re-schedule the note to 
come up at a later date. 

One other advantage of the graphic 
planning method is that it prevents 
scheduling too many important matters 
for decision on any one day. 


—® 
DO YOU SAVE TIME 


(Continued from page 27) 


changes, the firm must have an operator 
on its switch-board, so that incoming 
calls can be directed to the proper of- 
cials. This operator, however, can 
serve to prevent the public exchanges 
being used for unauthorized calls out- 
wards, and | to check toll and trunk 
calls. . 

Internal connections between depart- 
ments can be made automatically in 
four seconds. Facilities can also be in- 
cluded in these installations to enable 
conferences „to'be held between the 
heads of various departments without 
interfering with the general service. 
Where an organization has widespread 
units (i.e., departments or branches in 
different towns), an enormous amount 
of time and money in travelling ex- 
penses can thus be saved, as confer- 
ences can be held without the members 
eh ng thei own offices. 

erence conversations, more- 
ee are quite secret; they cannot be 
“‘tapped’’ by any unauthorized person 
—-a vital consideration in many Busi- 
nesses. 

Another important feature of the 
automatic system is that it prevents the 
transmitting of messages via operators, 
which sometimes leads to serious mis- 
understandings. The system enables 
the parties concerned to speak direct 
and without fear of being overheard. 
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(British Made) 


Something New in the World of Filing 


These Filing Cabinets are of the same high quality as all 
other Chubb Products, and the same engineering skill is 
embodied in their new production. Bent steel construction 
and heavy reinforcement ensure great strength and rigidity. 


THE CHUBB FILE offers :— 
LARGER CAPACITY, Cier Sine space of 254°. A four 


drawer Chubb has the approximate 
capacity of an ordinary five-drawer file. ary five-drawer_file 
SMOOTH PERFORMANCE. Wi special, Bal Bearing 


DUST RESISTANCE, The getini pocket holds the 
SAFE LOCKING. 


By the CHUBB Pin Tumbler Automatic 
Lock. 
chen) of ths showrooms at a cheaper price 


CHUBB & SON’S LOCK & SAFE CO. LTD. 


Head Office: 128 QUEEN VICTORIA STREET, E.C.4 Tel: CITY 1626 
West End Branch: 68 ST. JAMES'S ST., PALL MALL, S.W.1 Tel: REGENT 2087 


Branches: 4 Albert Square, MANCHESTER; 126 Buchanan St, GLASGOW; 28 Lord St., 
LIVERPOOL; 92 George Street, EDINBURGH; Chubb Street, WOLVERHAMPTON 


Control and check time 
with a “NATIONAL” Master 


Electric Clock & Time Recorder 


Manufacturers of TIME STAMPS, 
RADIAL, AUTOGRAPH & COSTING 
RECORDERS, also ELECTRIC DIALS 


British Manufacturers and Patentees 
NATIONAL TIME RECORDER Co. Ld. 


Aquinas Street, Stamford Street - S.E.x 
Telephone: Hop. 6641-2 Telegraphic: Natrecord, London 
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ELECT Uy AY PING 


14 Ty nd Uy 


How much time is wasted on detail 
in your publicity work which might 
be spent on creative planning? Get 
Nickelotd working for you, and elim- 
inate unnecessary routine work. For 
instance, if you hand Nickeloid your 
rough layout and copy for a press 
advertisement, they will prepare the 
finished drawings or photographs, 
make the line or half-tone blocks, 
set the type tastefully and deliver 
complete electrotypes or stereotypes 
to the publications you name. Q The 
Nickeloid Electrotype Company 
Limited, Printer St., London, E.C.4. 


WRITE FOR LITERATURE 


NICKELOID 


G31 


SPEED, AGCURACY & 
EASE OF ERAN 





LECTRIE 
CLEARANCE 


MARCHANT 


“MASTER UF MATHEMATICS” 


CALCULATING MACHINES 


The 100% electric calculator that Is eas a naira 
to every business office. Every een is 
formed electrically and susarine cally, obylating 
the need for trained operators. 


í Full particulars from 
MARCHANT DIVISION 
L E SMITH and CORONA TYPEWRITERS LTD. 


Melbourne House, Aldwych, W.C.2 
TELEPHONE - - - TEMPLE BAR a43r 
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THE Broaper View 


By ROBERT R. UPDEGRAFF 
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16% Increase in Sales Without 
a Shilling of Expense 


One of the most encouraging signs of 
the times is that we are beginning to 
learn more and more about simple busi- 
ness conceptions. In the past we were 
prone to complicate business with 
graphs, elaborate accounting systems 
and other paraphernalia. Now we are 
getting back to a simpler idea of busi- 
ness as the making of goods, and the 
buying and selling of them. 

One manufacturer of my acquaint- 
ance made some experiments with his 
products in a typical retail shop, chang- 
ing the display, rearranging the various 
items and observing the resulting effect 
on purchases until he had worked out 
the best possible arrangement. This 
simple change resulted in a 16% in- 
crease in the sales of his product, with- 
out a shilling of extra expenditure for 
promotion. 

ea 


Can You Set Down 
the F undamentals ? 


In every business or profession there 
are three or four simple fundamentals 
underlying the success of those who 
manage to make a good living in that 
particular business or profession. 

Have you ever tried to set down on 
paper these three or four fundamentals 
as they apply to the field in which you 
are endeavouring to make a living? 

Ji not, try it. Take two or three 
hours off from the administration of 
your affairs, with nothing before you 
but a blank sheet of paper and a pen 
or pencil. Force yourself to crystal- 
lize the principles of sound operation in 
your field of business activity. 

You may be surprised to discover 


that you have been operating minus 
one or two of the important funda- 
mentals. It may make all the differ- 
ence in the world in the way you con- 
duct your affairs from to-day on. 


> 


On Collecting 
People 


‘What finer business could one be 
in than collecting people?’’ asks my 
friend George Matthew Adams. 

“As we walk further into life the 
people we meet along the way mean 
so much more to us. When we start 
out we take them for granted. But 
soon we begin to draw on them. We see 
things in them that we lack and want. 
And so, like the mixing of one fluid 
with another, we become a part of them 
and they a part of us. What we are 
is what a score or a hundred—or a 
thousand—other people have already 
been. 

“Better than the collecting of an- 
tiques, old china, lace or anything, is 
the collecting of people.’’ 

No business man ever yet had too 
many friends. 


SHIPPING CASE 
SERVICEABILITY 


will be assured by insisting on 


GATORHIDE 


GATOR KRAFT, Ltd. 


\ 
? 


Armour House 
London 
E.C. 

1 


( Phones— National 2937-2938) 





Does a hen stop 
scratching when 
worms are scarce ? 


We spent more money than ever before 
during the last twelve months to adver- 
tise our business by Press advertisements, 
Folders, Blotters, Sales Letters, etc. Our 
turnover was the highest in our history. 
It pays to advertise when business is 
bad because the other fellow thinks it 
doesn’t. You have a free field. May we 
assist you? 


CRICHTON STUDIOS 


(Subssdtary of Greenly’s Lid } 5, Chancery Lane, London, W Ca 
*Phone Holborn 8406 


* 


BROADSHEET W.7 FREE ON REQUEST 


Fanfold’s 
Labour Saving Stationery 


Systems 
@ 


- ELIMINATE UNPRODUCTIVE LABOUR 
IN HANDLING YOUR MULTIPLE FORM 


WRITING 


Ask us to prove to you that we can 

save you £1.6.8 on every 1,000 

Multiple forms completed in your 
office 


SPEEDOFORM | FANFOLD | TRANSKRIT 


STAND NO. 146 
OLYMPIA, JULY 17—22 


Saloly, 


NORTH CIRCULAR ROAD, LONDON, N.W.2 
Talephone: GLAdstone 5477 
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On! 


Got 





p 


F so, we suggest that 
you get it on approval 
for comparison 


ANY FOREIGN-MADE 
MACHINE AND AN 
ENGLISH-MADE 


RBAR-LOCK 


TEST THEM BOTH 
AND BUY THE BEST 








BAR-LOCK (1925) CO. 
NOTTINGHAM, ENGLAND 
Telephone. Nois 76141/2 


Bar-Lock Typewriters were 
supplied in large numbcrs for use 
at the WORLD ECONOMIC 
CONFERENCE, London, 1988 





The 


By the same makers: THE 
BAR-LET PORTABLE 
Cash Price £8:8: 0 


















Infallible 
Phone 


The function of a_ telephone 
system is clear, error-free com- 
munication. It must be ‘‘on the 
job™ all the time. Ericsson's 
specialise in this type of tele- 
phone... always have, always 
will, The telephone illustrated 
is our new type Instrument 
which cannot be excelled in 
handiness, clear speaking and 
sturdiness. Ite special trans- 
miseion features mark an im- 
mense improvement in tels- 
phone constroction. 


Write ‘to-day jor quotations 
literature. 

Eriesson Telephones Lid. 
67-73, Kmgsway, LONDON, W.C.2 


Telephone Holborn 8271-3 
Works, BEESTON, Nolls 


INTERCOMMUNICATION 
TELEPHONES 
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Daily Mail 


GREATEST SALES COMPELLING 
FORCE* IN GREAT BRITAIN 





* One reason why “The Daily Mail” produces, constantly, by far 
the biggest results is that it covers by far the biggest number 
of Class “A” and Class “B” (the money spending) homes. Ask 
for details at the Advertising and Marketing Exhibition 


STAND No. II 


SAVE TIME——INCREASE EFFICIENCY 


Extracts from a few of the many 
testimonials received by us :— 


Eea It certainly saves considerable trouble 
and works quite efficiently. l 
Mr. L. JACKSON, 


Chairman, G STREET & CO re 
Incorporated Pracisioners of Adverissin 


CARTONIA INDICATORS f 


E EE Indicators you installed for uf are 
& Probably the most useful article working perfectly. They are a boon and a 





ever invented for the business man. blessing to any business house. 
The Secretary, or other Staff Official, 
without leaving his desk, by pressing 
a button on the indicator box is 


immediately informed automatically - 


whether the chief is engaged, out, or if 
he may enter the chief's room. 


' We will call upon 
you to demonstrate 


E. WIGGINS, 
Divector, THE ALDERSGATE WARE- 
HOUSE CO. LT i 


° \ 
a ere ee the “‘Cartonia Indicator” installed 
here has been quite reliable and undoubtedly 
saves time and unnecessary interruption. 


C. MCKENNA, 
nese. 7 THE POLYTECHNIC, 


CARTONIA INDICATORS, FINSBURY PAVEMENT HOUSE, MOORGATE, E.C.2 Mebropohien 0457 


Enquiries invited from agents in Great Britain who are interested in “Cartonia”’ 


Chissold 5962 


HAVE YOU REACHED THE 
STAGE WHEN YOU MUST 
ADVERTISE ? 


(Continued from page 18) 


local mailing campaign. House organs, 
addressed to trade or consumer, can 
establish closer relations. ‘‘Stuffers’’, 
folders, leaflets, brochures and poster 
stamps are worth just as much attention 
as the layout of a press advertisement. 

The firm’s correspondence is no 
charge on the advertising, but the 
advertising manager would do well to 
interest himself in the style in which 
letters are written—especially those 
which go out from the accounts depart- 
ment. i 


Iş. Miscellaneous 


Coupon gift schemes, as a means of 
stabilizing demand, have succeeded in 
building up the sales of several articles 
of general consumption. 


Sampling, oldest and well-tested 
method, is still an admirable means of 
opening a new market. The feeling of 
the retail trade can be tested before 
deciding to conduct the sampling 
scheme through the shopkeeper, by 
house-to-house delivery, or in response 
to advertisement coupon applications. 
In some trades shopkeepers resent the 
trouble to which sampling schemes put 
them; in others they welcome it. The 
golden rule is: make careful tests before 
putting either of these in operation. 


16. Advertising and 
Marketing Services 


At every stage of the campaign ex- 
pert advice and services are available to 
enable each medium to be used to its 
full advantage In addition to the 
advertising agent and the market 
research specialist there has come into 
being a big group of specialists in partic- 
ular aspects of selling and advertising, 
whose advice and agsistance can be 
employed for specific tasks. For 
example: 


Mail Order! Advertising can be plan- 
ned for you by specialist organisations. 

Malling lists for any trade, profession 
or other particular object can be 
obtained from firms specializing in the 
compilation of lists. 


Sales Consultants will solve knotty 
selling problems which baffle the sales 
manager. Then there are agencies 
which have accumulated special know- 
ledge of the handling of industrial, 
engineering, chemical, foods and similar 
trades. 


The printer’s experience could be 
drawn upon more extensively. Often 
he, too, is a specialist in some branch 
of advertising, such as window display, 
cut-outs, or folders. 


(Continued on next page) 
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For definite proof that ROTAPRINT will save you 
money, tell us your printing problem. Then have a 
demonstration—without obligation, of course—and see 
for yourself how it is solved. 

Why not write or ‘phone, to-day, while it ts in your mind ? 

Kaye’s ROTAPRINT Agency, Ltd. 
Cecsl House, 57a, Holborn Viaduct, London, E.C.4 
Central 1300 (3 lines) 


Also at: BIRMINGHAM, BRISTOL, CARDIFF, GLASGOW, LEEDS, 
MANCHESTER, NEWOASTLE-ON-TYNE, NOTTINGHAM and SHEFFIELD 
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GLEDHILL-BROOK TIME RECORDERS LTD. 


38, Empire Works, HUDDERSFIELD 
[ST EET | 


RELIABLE 
HOUSE TELEPHONES 


INTERCOMMUNICATING—AUT OMATIC—LOUD -SPEAKING 
The Dictograph Telephone System enables you—as Principal 
—by the merest flick of a key—to — 


Get through instantly 
to any departmental 
member of your organiz- 
ation, without turning a 
dial, calling Exchange, 
holding an earpiece, or 
speaking into an unsanit- 
ary mouthpiece. 
Talk naturally to him, 
2 without raising your voice 
and without moving from 
your seat or even from 
your usual attitude. 
Hold a conference 
3 between several of your 
departmental ‘“‘heads’’ 
without anyone leaving 
his department ‘“‘leader- 
less”. 





Hear their replies aloud 
through a loudspeaker as 
distinctly as if they were 
standing at your side. If 
you wish your replies to 
be for your own ear only, 
an earpiece is provided. 


Retain both hands free 
to write or hold papers 
whilst you talk, or even 
walk about the room or 
dictate your letters, 

Secure right of way 
in a polite manner over 
other conversations 
between yopr depart- 


ments, 


AND ALSO PROVIDES 
FULL OR SELECTIVE INTERDEPARTMENTAL EEN 





Can you afford to ya without such conveniences 


in your business? 
find out. 


It will cost you nothing to 
We give free demonstrations in your 


own premises without charge or obligation. 


DICTOGRAPH TELEPHONES Ltd. 


Head Office and Works-— 


Aurelia Road, Croydon 


Telephone : Thornton Heath 2240 (2 lines) 


BRANCHES :~-LONDON, MANCHESTER, BIRMINGHAM, GLASGOW, DUBLIN, 
BELFAST, LEEDS, BRISTOL, NEWCASTLE, CORK, Etc. 


RELEASING MONEY 
TIED UP IN STOCKS 


Send for a free copy of this 
description of our methods 


WALLACE GLARK & COMPANY 


CONSULTING MANAGEMENT ENGINEERS 
(Clients in ten countries) 


European Headquarters : 


95 Ave. Vietor-Emmanuel fll, Paris 


New York: Graybar Building 





FORWARD 
EXTENSION LADDER 


London: 4, Ge. Marlborough Street, W.!. 
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WHEN YOU MUST ADVERTISE 
(Continued from page 35) 


Competitors’ advertising space and 
the expense incurred is the data pro- 
vided by a comparatively new service. 
One or two bureaux, by searching the 
whole British press, keep subscribers 
informed each month of all these 
details. 


Commercial art studios normally re- 
ceive instructions from the agent, but it 
will repay the advertiser to keep in 
close touch with the work of both 
studios and independent artists, so that 
he may know where artwork of the 
desired kind may be obtained. 


The engraver should also be taken 
more frequently into consultation. 
While prices are standardized, the 
quality of block varies. If the block- 
maker knows what a block is for, and 
the paper and inks to be used, he will 
be able to produce an intelligent and 
competent job. 


Photographers for both stills and 
movies, are,at the advertiser's com- 
mand. 


Specialists in Signs, AerJal Publicity, 
Letter Addressing and Circularising, 
Box and Package Designing, etc. These 
may be employed independently or 
through the advertising agent. 


ne uaiiie 


THIS WAITING ROOM 
CREATES GOODWILL 


isplayed in a prominent position 
in the waiting room at the general 
offices of one of London’s largest 
distributors of motor cars is a bell-pugh. 
Beside it is a notice inviting callers 
who for any reason have to be kept 
waiting, to order tea or coffee from the 
canteen. They merely have to press 
the bell and specify to the waitress their 
requirements. No charge is made. 
Moreover, this waiting foom, in con- 
trast to the conventional type, is 
attractively decorated, and furnished 


most comfortably with saddlebag chairs. 
A profusion of the Company’s most 
attractive sales literature 'and current 
numbers of trade papers laid out 
on the table, whilst a nd notice 


invites the caller to take a copy of 
anything that interests him away with 
him. 

This is, in fact, the sort of room in 
which it is a pleasure to while away a 
half-hour. 

By thus ensuring the comfort of the 
caller, the company at trifling cost 
emphasizes in unobtrusive fashion that 
its boast to give ‘‘service’’ in the best 
sense of the term, is no idle one. The 
caller, when seen, is unruffled by his 
wait. 


WHY NOT A 
SIX-HOUR DAY 
for executives? 
(Continued from page 9) 


From 3 o'clock a man can release the 
tension of his mind and, as a form of re- 
creation, he can turn to a few of those 
smali jobs which he feels like tackling. 
But he should do no creative work, 
tackle no unpleasant problems. Diffi- 
cult letters, long conferences, annoying 
visitors, etc., he should eschew. He 
should just loaf in a comfortable chair 
and let his mind run free. 

The value of this ‘‘loafing’’ cannot be 
over-estimated, for, while in itself it is 
a marvellous restorative for the physical 
and conscious mental powers, it allows 
that wonderful and little understood 
force, the subconscious mind, full play. 

Time and again the subconscious 
brain, while the conscious is released 
from duty, springs to life and produces 
constructive matter which is, literally, 
invaluable. Many more times than one 
reads about, the subconscious power of 
business leaders has in this way solved 
the most difficult problems, created the 
most brilliant ideas, and révealed direc- 
tions of policy that for long had baffled 
solution. 

I cannot understand why this 6-hour 
day is not more widely accepted by 
responsible executives. 

To many it may be a new thought 
and a break with the old traditional 
routine which is difficult to make. The 
trouble with most of them is not a re- 
luctance to leave their office at 3 o’clock 
to swim or play golf or go home, but 
that they cannot organize to do so. But 
if these men will try the experiment in 
the following way they will be amazed 
at the results. 

Before leaving the office at 3 o’clock, 
put definitely into the mind one specific 
problem that calls for solution by the 
next day or ın the near future, then get 
on with the swim, or golf, or whatever 
it is. At first the free subconscious 
mind may not infallibly find the solu- 
tion. But after a very little practice 
the power it develops to solve these 
problems will be astonishing. 

I am convinced that a plan of six 
hours’ concentrated application per 
day, followed by a period of leisure 
wherein problems will solve themselves, 
will give the executive a new concep- 
tion and a fresh assurance of his power, 
and will, at the same time, make him 
a much more valuable and effective 
leader of his firm’s business. 


oe 


CHANGE OF ADDRESS 


The School of Accountancy has re- 
moved its headquarters for England and 
Wales to Bush House, London, W.C.2, 
one of the most modern office buildings 
in Europe. In its new headquarters 
the School has installed a highly-eff- 
cient organization which will prove an 
advantage to students both at home and 
abroad, 
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An AMAZING 
NEW DESK: 


A 12-guinea slice Action Table at E6: 5° 


Carriage Free RET eis Soe 
Ly ‘ “ DATER: ESS 
anywhere in U.K. ; Š i 






(Two-pedestal 
Model £9.15.0 ) 






Cloced as an 
or dimarynri- 
me lable wrth 
machine loy- 
ered inside 





Patent No 
329255 and 
330488 
N B — The 
direct - view 
co pyholder 
1s the 
greatest fca- 
ture ever 
embodied tn 
a desk It 
hassavedthe 
eye-strain of 
thousandsof 
typists all 
over the 

world. 


The NEW improved k 
“ Secrytype” Desk 


(x) Is now the os/y drop-cabinet typist desk that gives 


unlimited knee-space open or closed. 7 DAYS’ FREE 


TRIAL is 


(2) Is now the only desk that embodies a copyholder that offered to any 
does not obscure the view; whilst retaining the | approved cus- 
immense advantages of a book rest ! tomer K. 

(3) Is now the only desk that can be constructed to take State light, med- 

hin ium,dark or ma- 
CA RENIAS: hogany polish, 


(Mahog. finish has 
3 dtawers, not 4.) 


(4) Possesses a non-tilting platform—no bolting down the 
Ree can be moved anywhere in the office. 
+ othing to go wrong—+3 years’ guarantee. 
a The ingenious, simple construction and immense popularity (nearly 10,000 
sold) render the “Secrytype” by far the sang aa drop action desk in the world, 
€ ea ; 
The ‘Secrytype’ is used by Sinam Gaiwoh Spe RE Hoa 1i Tolun 
WE PAY CARRIAGE and give 3 years’ guarantee. 
Send your order NOW or pencil your address across this advertisement. 
A folder all about the “Secrytype” will follow. But WRITE NOW to: 
Northern Showrooms: 348 St, Mery saraeate, MANCHESTER, eres 618 
Dealers are wnovied to communicate 
N.B.—Ask for our full list of Office Furniture No. 19. 


Distinctive appearance : 4 drawers (bevelled), panelled all round. 
Bernard Shaw, etc, etc, ete. 
Ring CITY 4506-7-8 
OSDA LTD., 54-56 Old Bailey, London, E.C.4 
A REAL TIP 





TALK TO YOUR PRINTER ABOUT 
LARGER LABELS AND SPECIFY 


SAMUEL JONES 
NONCURLING 





LABELS 


Ask him a Roe G U M M E ID 
u the LABEL 

to order your labels easily P A P E R 

and quickly. 


t Is FREE and. sca you 
SAMUEL JONES & CO., LTD., BRIDEWELL PLACE, LONDON, E.C.4 @ IT WAS 


CREATED FOR LABELS O 


YOULL 


LAND 
THE 


j BIG 
| FISH.. 














. IF YOU USE 
THE RIGHT BAIT 


In the bigger game ~~ angling for 
business—you must be just as care- 
ful to choose the mght bait Use 
photographs, they penetrate the deep 
waters where the big fish are waitng 
to bite. Get in tonch with the 
Wallace Heaton Service and learn 
how quickly, economicaly and 
effectively, photographa can be 
produced. Phone Mayfair 4484. 


BATT YOUR ADVERTISING WITH 


PHOTOGRAPHS BY 


Wallace Heaton Ltd. 


STUDIOS: 30 AVERY ROW, W.I 
Just behind 119 NEW BOND ST., W.! 









ON PAY DAY 


USINESS houses are eliminating un- 
leasant wage disputes by employin 
LANCASTER’ S EW PA 
WALLETS—żthe really efficient pay envelope. 
Employees can check their money—even 
handle their notes, without extraction and 
without tearing the wallet. 
In case of a mis-count, baa can be easily 
checked without opening; the sealing being 
absolutely secure and permitting of wages 
meng made up and sent any distance with- 
out risk, i 
Yet LANCASTER pay wallets are with 
practice speedier than the ordinary trans- 
t envelope because notes need not 
e folded. 
Fres sample Wallets 
and Prices on request. 


LANCASTER BROS. & CO. 
Cash Bag and Envelope Specialists 
Shadwell Street 
Birmingham 4 





Ninth Edition 


PITMAN’S 
BUSINESS MAN’S 
GUIDE 


An encyclopedia of concentrated inform- 
ation. Contains over 2,500 articles on 
commercial subjects, with the French, 
German, Spanish and Italian equivalents 


of business terms and phrases. Arranged 
in dictionary order. Every modern busi- 
ness man should have a copy. 

548 pages 6/~ net. Crown 8vo 


"THE PREMIER WORK OF ITS KIND,” 
says THe Francia. News 


Order from a bookseller or send 6/6 to 
includes postage to- 


Sir Isaac Pitman & Sons, Ltd. 
PARKER STREET, KINGSWAY, W.C.2 





have YOU tried 


REAL PHOTO PUBLICITY ? 
250 Photo Postcards - 17/6 


500 - 29/- 1000 - 52/6 
The followlng are also recommended useful 
sizas:— 7x5} 84x64 Ilx9 12x10, otc. 
WE ARE REAL PHOTO SPECIALISTS 
Send for our leaflet “ Real Photo Publiesty Pays” 


B. MARSHALL & CO. 


FORD STREET - >». NOTTINGHAM 











The 
SPEED SYSTEM 
OF FILING 


The British Autofile : 
a Portable Filing Cabi- 3d. n I2 6 
net for letters. Opens 
like the drawer of a cabinet, giving easy 
access to contents. May be opened out 
flat or fitted to existing cabinet. Write 


for full particulars of this popular 
range of fillng devices to 


The BRITISH AUTOFILE Co. 


Phones: Royal 3660 
Monument 0304 


9 Beer Lane, E.C.3 
15 Philpot Lane, E.C.3 


Branches at NEVYCASTLE, GLASGOW, 
WIGAN, AMSTERDAM, etc 
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Tips and Stunts for Retailers, by Gerald 
Findler (Efficiency Magazine, 3s. 6d.). 

An excellent collection of selling ideas, 
ideas for window display, slogans, etc., to 
help the retailer sell more goods. Each 
chapter deals with special trades. bakers, 


chemists, fishmongers, milliners, hair- 
dressers, music dealers, and so on. At the 
end of the book special sections are devoted 
to complaints, debts, service, and general 
ideas 

You can read not only the chapter 
applying to your own trade, but also the 
others, and through so doing get a new 
idea which can be applied to your business 
right away. 

A dealer who has sufficient faith to put 
into action even one of the hundreds of 
ideas contained in its pages may well earn 
pounds in profits, create more goodwill and 
greater efficiency in his business. 


A Short History of the World’s Shipping 
Industry, by C. Ernest Fayle (George 
Allen & Unwin, Ltd., ras. 6d.). 

This is not another book about the 
development of the ship, but an account 
of how the business of conveying goods 
and passengers by sea has been carried on 
from the earliest times to the present day. 

It deals with the story of shipping as a 
business; describes the way ın which, at 
each period of the world’s history, 
merchant ships were owned and operated; 
tells something of the routes they followed 
and the cargoes they carried, the relations 
between shipowners and governments, and 
conditions of life and work afloat. Above 
all, Mr Fayle has set out clearly the con- 
tribution which this greatest of key 
industries has made in each’ period of the 
development of the world’s resources, the 
peopling of its open spaces, and the gradual 
building up of the civilisation we see 
around us to-day. 

The book gives a picture jof the activi- 
ties of the great sea-trading/ peoples from 
the days of the ancient Egyptians to the 
present time, and is well illustrated with 
reproductions of originals in the Macpher- 
son Collection of the Nati¢nal Maritime 
Museum. 


Oalendars for 100 Years, \ Gee & Co. 
(Publishers) Ltd., od. net. 

A complete day-to-day endar from 
1850 to 1950 for the use of solicitors, 
accountants and business men 


Profit and Loss, by Sir Tregham Lever 
(Thornton Butterworth, 6s.). 

A business-like treatise on the urpose 
of government, trade, taxatioh, the pro- 
blem of prices, the need ior public 
economy, trade unionism versus indivi- 
dualism, the cost of government and the 
international point of view. One of the 
most interesting chapters in the book is 
that dealing with the problem af prices, 
there are seven excellent graphs which 
will repay study. 


Glass and Glass Manufacture, by Porc. 
val Marson (Pitman, 3s.). 













Social Theory, by G. D. H. Cole, M.A. 
(Methuen, 6s.). 
o Yet another edition, the fifth, of Mr. 

Cole’s extremely lucid setting out of new 
social theories. A book of interest to 
every business man as well as every 
- student of economics. 


Lhe Liabilities of Directors of Limited 
- Companies, by William Geddes, M.A., 
< LLB. (Pitman, ros. 6d.). 

= A complete and up-to-date work dealing 
with the legal rules as to a company 
_ -director’s liabilities. Each chapter deals 
_ with a particular liability of directors, and 
_ explains, clearly, the legal principles in- 
_ volved, illustrating their practical applica- 
. tion by interesting references to important 
ases before the courts. The lucid explana- 
ion of Statute law is an added feature of 
he book. Eleven Statutes, ranging from 
he. Companies Clauses Consofidation Act, 
‘to. the Companies Act, 1929, are 
Te d, to. . Sections of each Statute are 
ut in full and are followed by concise 
anations of their practical application, 
ffect on the director’s liabilities. 
book is one upon which company 
Ors, company officials and legal 
titioners will set a high value. 



























light on Germany, by Erich Roll | 
aber & Faber, 7s. 6d.). 

This book is not primarily intended for 
professional economist, but is a graphic 
ey of the economic and political pro- 


der, who wants to understand what 
ppening beyond the North Sea. 
Chapter I the Author gives an 


lopment.of Germany from the end of 
r. to the beginning of the world 
sion. This is followed by a more 
iled account of economic events in 
many since the beginning of the world 
crisis in 1929, leading to the adoption by 
the State of a policy of economic and 
financial contrpl.. The third chapter 
analyses social and cultural changes during 
_ the last century, and the last chapter deals 
_ with the growth of the political parties and 
the struggle between Communists and. 
_ Fascists for Dic iatorship. 





Changing Habits, by Walter B. Pitkin. 
(McGraw-Hill, : 24s.) 
-A first-rate book which sets out to 
answer the three questions: What do 
people buy? Why do they buy it? and 
What would they buy if they could? 
_. Mr. Pitkin covers the subject thoroughly, 
_ dealing with how wealth accumulates, the 
web of life beyond economics, the urge 
to do and. be everything, prevailing 
ishions, the factors limiting volume con- 















ar. between maker and user. 


two ‘billion. consumers on l 


s of modern Germany for the every- 


ly lucid account of the economic 


A ` The. Consumer: His Nature and His : 





imption, classes of consumers, and the. 


THE PROBLEMS OF GOOD AD. 
VERTISING PRINTING HAVE BEEN 
OUR SPECIAL STUDY FOR OVER 
FIFTY YEARS, AND THIS LONG 
SPECIALISED EXPERIENCE HAS 
RESULTED IN A REALLY UP-TO-DATE 
AND THOROUGHLY EFFICIENT 


SERVICE 
e 


OUR ORGANISATION IS AT YOUR 
DISPOSAL, SEND US YOUR PROBLEM 
OUR ARTISTS WILL SOLVE IT 
WITHOUT OBLIGATION 


6 
W. MARK & CO. 


LIMITED 
THE DRAPERY 
NORTHAMPTON 


AND 
29 KING WILLIAM ST. 


PHONE 


LON DON, E. C. 4 MANSION HOUSE 9674 





~~ Printers 
with own Paper Mills. 


Get a Lower Price from 


Ask us to 


quote on your next job 


DRAYTON 
Printing Works 


South Park, F ulham 
London, S.W.6 


printing since 1856 
paper over 200 years 


Drayton. 





as G. DRAY, MANAGING DIRECTOR] ` 


How much time do yon 
for telephone numbers? 
“Pindeegi’’ Desk inaia | 
elbow, a swift, simple movemen 
| the telephone directories 

| flat table—right in froi 
easy, comfortable reference. 
| not in use, the ‘‘Findeesi”’ 
flat against the wall. 








A necessity in eve 


OLIVE-GREEN or ~ 
MAHOGANY-BROWN 
Price in All- Metal _ » 


Delivered Free ie U. z 


In a moment the “Findeezi" 
Desk is brought into position= — 


Supplied in 
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| Large or Small 
T -they all need 
“Robin” Looseleaf Books 


tis not only the large firms which 
pecify ‘Robin Books for Records’. 
‘Time saved and space gained are 
of even greater value to smaller firms, 
_fetailers, and professional men. 
Economy. must be considered too- 
that is why they insist on “Robin 
a fers Records’ 


| Sen 


One “Robin” Book se, bound 


-| full maroon buckram, complete with 
SAn index and 200 leaves 5in. x8in. 


led. stock record, feint, cash or 
ile ledger, on seven days’ approval 


9/6 ost free. 


npy of our 66-page catalogue 


Z Old Jewry, E.C.2 


The unique green blotting with 
a big price saving 
17} x 223 
= Ream 6/6, 4 Ream 12/-, 1 Ream 23/-— 
Carriage Paid 


"LANCASTER BROS. & CO. 


` Envelope Special 


as af "Shadwell Street, Birm: n rh: 


“These ] plans and ideas have not oe 


necessarily been tried out. They. 
“are suggestions offered by readers: 
who arc themselves business men 
and who have seen definite 
opportunities where the ideas 
might be used with advantage. 
Can one be applied profitably in 
YOUR business ? 


if | Owned 
A RESTAURANT 


R y offering a percentage reduction on 
all meals served in my restaurant 
before mid-day and after two-fifteen 
p.m., I would draw fresh business and 
reduce overhead costs. Because the 
number of meals served would be more 
evenly spread over a longer period I 
should be able to reduce the number 
of waiters required and also be able 
to give more attention to each 
individual luncher. Many old and new 
customers would respond to the idea of 
saving on their lunches, and would thus 
leave more room for those who lunch 
between twelve o'clock and two- 
fifteen.—E.B.G., Northampton. 


+ 
-t 


If I Were a 
SALES-MANAGER 


| would see that as many orders 
as possible received by the morning’s 
post were got away before mid-day, 
especially those which could go letter 
post. This would enable many of them 


to be delivered the same day as the. 


order was received. This promptness 
would appeal to customers who would 
always feel certain that their rush orders 
would have the quickest possible 
attention. I would also answer all - 
enquiries for quotations by return of 
post so that they were in the enquirer’s 
hands within 24 hours. This would 
often give me a special chance with the 
order, especially where urgent delivery 
was required.—R.G.A., Guildford. 


+ 
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if | Were a 
MANAGING DIRECTOR 


jt is a common practice for an executive ` 
to have a series of push buttons fixed 
on or near his desk to call subordinate 
officials, typists or others. The pur- 
pose is, of course, to save his time. 


But the apparent saving of the 
executive’s time is very often really a 
waste of time for others, representing 
quite an appreciable loss over a period. 
A clerk, for instance, will be called in 
to find or get something that is 
immediately found to be close at hand. 


I have seen this sort of thing happen 


many a time. 
So. I would, above each manager’s 


| bell pushes, have a small card fixed 
| bearing the tominder: “T hink! wil ito 


AVE time?” A i 
3 sT am sure, would ‘hav 
g. effect ma at least one fo 


waste. The idea c 
extended to internal 
—-T.R., Slough. 


IiflWerean 
OFFICE MANAGER. 


| would see that all ex CU 
dictated made arrangements fo 
shorthand-typist’ s comfort `a 
venience in taking down dictati 


Much time and efficien 
through typists having to b 
book on their knees or uti 
inches only on the. comes 
executive's desk. : 


Clear outlines in the sharthan : 
not easy under such circumstan es. 
Difficult transcription and mistak 
subsequently occur, with a loss o 
time, tempers and stationery, - 
C.W.P., Regent St., Wire eee 


+ 
Md 


if | Were a 
MANUFACTURER | 


nd had-a knotty problem to salve. 
on the production side I would. post 
up an appeal in the works that would 
read something like this: z 


SUGGESTIONS ARE iNvITED 


r. For improving the. "present 
method of tool aE and : 
issue, oe 

2. For preventing scratches on ‘the : 
finished surfaces during con- 
veyance of finished parts to 
stores. : 


This kind of direct appeal. would. get : 
better. results than the ordinary : 
“suggestion system which is vague and 
too general to solve specific problems. 


would, | „of course, make. suitabl 


‘adopted. TE & Co., Leices t 





ie a i line average. F Words toa , line). 


‘line and ts to be paid for. 
` Special rate for “Appointments Wanted”; 3 insertions “for price of 2. 


Minimum 3 dines costing 6/-; each additional line ar t part: i : 


24% discount for 3 insertions, 


5% for 6, 10% for 


Bo: 


: ncements {or next issue should reach BUSIN E SS, 6 Carmelite Street, London, EL 


oe aaa a Blotverdlaclea Racket |S 


ae Diaries, éte., gold block with your advertisement for 


sresentation ta customers should be ordered 


New Year 
258-262, Holloway 


ee “pow from: Harper & Co, Lid, 
S Bead. London, NT 


ADVERTISING SERVICES 


: ` 
s pemaen saree rates orem 
é 


Advertising. The only kind worth while i is | 
“that whieh brings resita. Valuable booklet t Resultant | 
Advertising” post = to Principals. Merritt Adver- 
Be Hsing Service Lid, 12, Whitehall, London, 5.W.1. 


‘odernise Now. Advertisement and Folder | 

Layouts; Standard Typographical Material, Speciality. 

slettered Showeards. Competitive Prices. D. 
Leach 55, Belgrave: Road, Darwen. 


PP OINTMENTS VACANT 


000 siid in the Best Paid Job in 


£500-£4 
Vacancies: occurring every week. 


eels 
-ean qualify ‘yourself for such 
“ship through our plan. Write for Free Book telling 
“how you can get one of these berths, to Business Service | 
moen Room 42, sas Carmelite Street, E.C.4. 


A Better ter Job. Dr. r. William G. Fern’s “Book | 


af Success”. and his highly practical postal courses 
have helped. 12,000 men and women to better jobs 
and incores in the office, store, and on the road. “Book | 
Success” free on request from Fern Business Institute, 
“Jel, Upper Woburn Place, London, W.C.1. 


irrt 


t Way to Success. 
Book, which describes the man 


Write for this Free | 
courses The School of 
AC: w The School can guarantee 
your’. ‘amination success, pel of the system of fees by 
taimenta, Read The School's record of successes. 
ead. what famous captains of industry, university pro- 
essors andeducationists say about School of Accountancy 
training.--The School of Accountancy, 350, Bush House, 
gam V w C: 2. 3 


Manufacturing Company offers to buying | 
gents a wonderful opportunity iu a distribution of | 
new patented mass product. Agents required in all 
parts of U.K. and British Colenies.-Box 144, BUSINESS, 
6,. Carmelite Street, London, Eta. 


E 


| APPOINTMENTS WANTED 


Qualified man, 18 years’ experience Company Law, 
financial and Cost Accounts, Statistics, ete., 
gressive appointment. Available immediately. 


131, Business, 6, Carmelite Street, ECA. 


Box 


Secretary, Accountant, 
One who knows bow to apply his experience and know- 
ledge, 
progressive 
Carmelite Street, 


appoin tren t.— Box Business, 6, 


EE 
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EDUCATIONAL 


i ' Learn to write Advertisements and earn 
| from £s to fae per week, Unique offer open to those 
writing for our free book ‘Advertising as a Career’ 
Dixon Institute of Advertising, Dept. 2, 395, Oxford 
Street, London, W.1. 


ne ganan tanar AAD AANA me ee Fits ame A 
ey he AE REE SON AE EEEE Po EARE Po eR NE AN RE ERE ote “en 


| You can make your spare time bring you a 
| full-time income in a fascinating business of vonr own 
| at home. New method ensures success. Few pounds | 
| capital only needed; no samples ot outfits to buy; 
imo rent, tates or canvassing.—Send to-day for free | 
booklet to Business Service Institute. Dept. 861, 
| Carmelite Street, E.C.A. 

} 


You | 
a high-salaried manager- | 


_ FOR SALE AND WANTED 


H 
i 


Wanted. Kardex Cabinet with a capacity of 
732 Records 8 in. by 5 inBox 141, Business, 6, Car 
melite Street, E.C.4. 


amr a i a Anna hd NPE BI Rana Ahn abe APA RR TANYA OIE ITI TTA AAA ANH NIE A e 


seeks pro |e pe SUPE RSORB. n 


in satisfactory fulfilment of above duties seeks | 


Two Guinea Master Method” for only. : 
while they last. 
man system vet devised, “Others sa 
weight in gold.” 


Secretary, Accountant, Office Manager, etc. | 


Office Manager. | 


{serie nanma latent AA AA AMARA AENEAN 


E 


i hee bi liins $3 bak | ie: a 
with a big price saving, Send, Loe BAGTE; = 
postage if addressed. Lancaster Dios € Ci, 
Shadwell Street; Birmingban:. 


AAAA ayia AAAA Eann aAA A ENNA PA E ocr et ALA BPRS 


Simplest and miat efekat 
#4 Ms 


Money back Hod ee 


i D. Burtidge & CO. b Hia $. Piper SERED Eier : is : . 


Do manamana nnaman aaeanoa a 


| 


aaan Aaa it aly na nrc AAA Bam babar anaana hi A REAA AAA A e E AA Aa Ve araga aae anaana a AS 


complete with stand and accessories, printing surface | 


gin. x 18in., in good condition? —Oflers invited—. Apply 


“Book. 
s] 
| 
“One (1)—‘Facsimo’ Duplicating Machine, | | 
| Box 145, Busrness, 6, Carmelite Street, E. Cag. 


| 


i 


$ 


Gammeter Multigraph Wanted. Must be | 


No. 66 printer in good condition, also wenld purchase | 
accessories, type, etc. -BOX 146, BUSINESS, 6, Carme- | 


lite Street, FCLg. 
H 
; 


LITERARY 


£50 Cash for Poems—particulars free. MSS. 
of all kinds also invited for prompt publication, especially 
Fiction. No reading fees.—Stockwell, Lid., 29, Ludgate 
Hil, London. Estab. bai 


Hectograph Supplies. Gelatine Rolls i ie 
Ribbons, Pencils, Carbons. Write tes 

Facsimo Process of Reproducing Pore 
i hill-Brook Time Recorders, Lid. 
) London, S.W. 


ance nase mines EAE MEREOUE EMTALA ENP EOI EAEAN AEEA CONRAN ZINE AA RCA. 


| The pean, Oi De a 
ween B 42/6, the aa et E w 
value obtainable. Beaw 
i Finish, it is thoroughly _ 
SAMPLE SENT ON APPS 
ar write to-day for ist X # 
‘ Achurch, Ltd, Broad ‘Sineet,. Pirm 


plete specification wit 
12, Queen Victoria Road, £ 


Send for list 


manad 

a E, tee & 
Cleaner and healthier--- 
evenness unobtainable - 


i fort at no more ex 


linvestigating. Aj 

Houses. Enquire local. 

OBS. Prices from cr a, Bed 
heating apparatus, Parker, Wine 
| £05, ‘Broad Street, Biring i Ee 


ESS GOODS & S 


Incorporating “WHERE YOU CAN GET iT” 


| TRADE MARKS REGISTERED 
| INVENTIONS PROTECTED | 


AT HOME AND ABROAD. 


REGINALD W. BARKER & CO. 


PATENT AGENTS 


fas wumeaTE HILL, LONDON, Ec. 


Established 1886. 


p EKG TS SENT FREE ON REQUEST 


CALCULATING MACHINES 
GILBERT WOOD (Arithmetical Machines) 
758 Queen Victoria Street, E.C.4. 


Telephone: Citv 2 


VISIBLE INDEXES 
BIZADA (CARTER-PARRATT, LTD.}), 
St, London, $.W.1. ‘Phone; Victoria 1045/6. 


Ltd., 


295 Electric Lighting 


16, Victoria 


DECORATIONS AND REP: a: 


SHOP, OFFICE AND WAREHOUSE 


C.J. HAWKINS & 
43, GREAT SAFFRON 
HILL 


Painting 
Decorating 
Plumbing and 
Gasfitting 


Repairs of every 
description 


Estimates Free FOR URGENT 





woh pitaa hyi. 


ecords is like a ship 
hout charts or 


UN CERTAIN PROTECTI ON. 


MAKE SURE YOUR RECORDS, BOOKS 
VITAL BUSINESS PAPERS ARE INT) 


A 


LB. SAFE-CABINET Equipment is 
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The original thinker is ever the leader 
of the business world, for all business 
progress and expansion is based on 
ideas; and the man who can think just 
a little ahead of his rivals is the real 
“captain of industry’. 


ery often the man with the clear 
desk, with apparently little or nothing 
to do, is intensely busy in his own way. 
Under the guise of indolence the keen 
brain is thinking, planning, working out 
the moves in some new campaign that 
will leave his rivals amazed. 

It is the idea that counts. A good 
business idea has laid the foundation of 
many a fortune. But how do these ideas 
arise. 

It is one of the mysteries of subcon- 
scious thought that, very often, ideas 
that seem to be quite spontaneous and 
original flash suddenly into our minds, 
apparently from nowhere and without 
any seeming relation to the subject 
on which we may be engaged at the 
moment. And, as Locke says, ‘‘these 
thoughts that come often unsought and, 
as it were, drop into the mind, are com- 
monly the most valuable of any we 
have, and therefore should be secured, 
because they seldom return’’ 


EASILY FORGOTTEN 

No doubt such thoughts are not really 
so spontaneous as they appear to be. It 
seems certain that there are two sides to 
our minds: one which we consciously 
control, to some extent at least, and an- 
other which appears to work without 
our volition. And if we say the sub- 
conscious mind often projects into our 


consciousness an idea apparently new, 
or the answer to a problem we have not 
consciously worked out, we are prob- 
ably very near the truth. 

However these ideas are born, the 
fact of their coming as they do is indis- 


putable. That they are frequently very 
valuable is as certain as the fact that, 
unhappily, they are very easily for- 
gotten, or, as Locke says, “‘they seldom 
return”. In other words, we must fix 
them immediately if we are to benefit 
by them. To have a good idea and fail 
to make use of it is wasteful and un- 
businesslike in the highest degree. 

There is only one absolute safeguard 
against the loss of a good idea, and that 
is to dictate it to The Dictaphone the 
moment it flashes into your mind. Ten 
or a dozen words spoken instantly to 
The Dictaphone, almost without inter- 
ruption to the work on which you are 
engaged, may be sufficient. The germ 
of the idea is fixed: you can develop it 
at your leisure. 


FOR IDEAS AND ACTION 


It is the ‘“‘ever-readiness’’ of The 
Dictaphone that makes it invaluable 
» alike for the man of ideas and the man 
Fot action—the man of ideas can use it 
for planning and organizing: the man 
of action for the work that has to be 
done hour by hour, day by day. To 
both, The Dictaphone is an instant and 
invaluable help. It takes care, securely 
and speedily, of every business memo- 
randum—letters, instructions, notes of 
interviews or telephone talks, ideas for 
future action—fixes them in permanent 
form so that they can never be forgot- 


Book No... 


THOMAS 
DIXON 


ten or misunderstood. It is, in fact, a 
new right hand for the busy man, a 
silentpspeedy, untiring secretary, always 
ready for work, unlimited in speed, 
automatically and infallibly accurate. 

Moreover, it is amazingly economical. 
Abolishing all shorthand-writing, it 
actually doubles the typing output of 
every girl engaged in handling dictated 
matter, while it saves for the principals 
and executives at least an hour daily 
because it enables them to deal in- 
stantly and speedily with every detail 
that comes to their desks. It is a literal 
fact, testified to by hundreds of Dicta- 
phone users, that The Dictaphone in 
any business office, large or small, will 
pay for itself, by the economies it 
effects, in a single year’s working. 

If you value your time: if you are 
anxious to make the most of your good 
ideas, you should investigate The Dicta- 
phone. You can see and test it on your 
desk without the Jeast obligation. Write 
to-day to— 


THE DICTAPHONE CO, 
(Thomas Dixon, Managing Director) 
Kingsway House, Kingsway, 
LONDON, W.C.: 
and at Manchester, Birmingham, Liverpool, Bristol, 
Glasgow, Leeds, Newcastle-on-Tyne and Dublin. 


LTD., 


POST THIS COUPON NOW 
The Dictaphone Co., Ltd, 
Kingsway House, pen ng = 
Sirs, 
Kindi 
Book “ 
Name......... 


POON osoraino 
B.8.33 
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a lasting reputation for its services to the cause ooo o] 
of scientific business management and control 
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“ SELDEX ” will produce these facts a Lo 
quickly, surely and accurately Z 











@ ‘“SELDEX” will cut your costs, reduce 
your stocks, increase your sales and speed 
up your collection of accounts 
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Gives the Best Survey of World Affairs | 
Is Read Everywhere English is Read 
Is- Non-Party, Unbiassed, and Dependable 


Features for which REVIEW OF REVIEWS has been famous 
for nearly half a century :— 


CARTOONS, WORLD HUMOUR, CONTRIBUTORS’ CLUB, MOTORING | 
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R the purpose of handling multiple sets of forms 
requiting carbon copies, Egry Manifolding Registers 
should be employed, as the interleaving of carbon pees 
is entirely eliminated. One turn of the handle delivers 


2 to 5 clear and unalterable copies of 





A Cash Till which embodies the feature of 
a written itemised receipt is the 
secure method of controlling every transaction. 


EGRY 
SPEED-FEED 


The Egry Speed-Feed Attach- 
ment enables your own type- 
writer to be converted into 
è a Billing machine—with all 
the advantages of Con- 
tinuous Stationery—at 
a moment’s notice: 
snaps on and off in a 
second, 
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To BUSINESS Service Department, 6 Carmelite Street, E.C.4 


most 


the original entry ; automatically Ah oes 
senting a fresh set ready for immediate 
use, and retaining—in certain models 
—one copy in a locked compartment, 
for checking purposes. Egry Registers 
can be applied for the following 


purposes :— 
Stores Requisitions Works Orders Credit Sales 
Invoicing Repair Orders Receiwing Records 
Stock Records Purchase Orders Warchouse Orders 
Delivery Notes Internal Transfers Goods Inwards 
Production Orders Cash Sales Reports 


Our London factory is not only equipped for the 
manufacture of continuous stationery for use in our 
Ropes, but also for the manufacture of Continuous 
Roll and Interfold Stationery for use in Billing and 
Accounting Machines, such as Elliott-Fisher, Under- 
wood, Remington, Smith Premier and Powers-Samas. 


PRICES RANGE FROM 6 TO 43 GUINEAS 


EGRY LID. 


WARPLE WAY, ACTON, w.3 


TELEPHONES : SHEPHERD’sS Busu 2431 & 4484 


If you desire information from 
the Editor or from Advertisers 


Please send, without obligation, more information in connection with advertisement 
(or advertisements) in the August, 1933, issue of BUSINESS numbered below. 
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because they give “quality” 
to the appearance of their 
correspondence 
Write for folder B.210 
Imperial Typewriter Co., Ltd., Head Office & Works: Leicester 
London Office: 73a Queen Victoria St., E.C.4 





WAREHOUSING 


The cheapest way of storing goods in the United Kingdom is | 
Warehouses. There are 350 LMS warehouses — situated 
the large towns and ports throughout the system. The s 
of bulk stocks pending sale or distribution is specially c 
for. Capacious Wet and Dry Bonds are available in many 
more important centres. 

Uncovered wharfage, with all the advantages of a rail-con 
site, is available at the 


i W O | M S pany’s Goods Stations. 
< SALES 
This service—at eb tichasive trans- S 3 R V | C E SA 

























port cost—ensures prompt execution 
of customers’ orders from stocks held in their own districts. 
LM S warehouses directly serve all large consuming areas through- 
out Great Britain. Self-contained spaces are let at rentals ranging 
from £5 : 5 : 0 per annum (London £6 : 0 : 0 per annum). 

On arrival at the Railway Depot L M S Staff will place goods into 
store and deliver daily to supplier's orders—advising him of 
deliveries effected and stocks held. If preferred, however, the 
trader's own warehousemen can do this work—office accommoda- 
tion being provided by the LMS. 


Any LMS agent will supply _ particulars on application ; or write to the Chief 
Commercial Manager, Dept. N.W., LMS Railway, Euston Station, London, N.W.1 
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I. SALES DEPARTMENT. ‘Those customers who have not 


been ordering regularly. 
Consult the Book about ADVERTI 


RECORDS, CUSTOMERS’ RECORDS, D! 
MAIL RECORDS, COSTING, INVOIC 
ORDER ROUTINE, etc. It will help 
simplify your records and to reduce the cost | 
clerical work 


2. STORES DEPARTMENT. Lines which are out of stock 
or on order and require “following-up.” 
3. Accounts DEPARTMENT. Laggard payers and how 
long their accounts have been in arrears. 





Write or "phone for particulars from the original British | 
manufacturers and patentees of Visible Equipment. 


CARTER-PARRATT Lid. 
16 VICTORIA STREET, LONDON, S.W. 
Phone: Victoria 1045-1046 Works: Wickford, Essex 


Simply write A248 on your business card or bus 
stationery and post tous. - No obligation inci 


Moore’s Modern Methods, 


12 St. Bride Street, London, E.! 
Established 1909 
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A phat part should the Chairman 
f play in running a business? - 
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snducted by exact formula. The 


iatter in business cannot be found in 
nd in books is how someone else 
as successfully handled a similar 


-is still the most important area 


ng to my notion—the chair- 
an of a company must work. 
The chairman must be the respon- 
ible head. (I refer always, of course, 
to the actively engaged chairman. 
Where a firm has a chairman who 
_ does not take any active con- 
: trol my remarks may be taken 
_. to refer to the managing direc- 
tor or other executive who 
does hold, or is supposed to 
_. hold, supreme control.) If the 
organization fails, it is his 
fault. If it succeeds, it is to 
= his credit; but with these 
qualifications: a chairman, 
_ single-handed, can wreck an 
organization, but he cannot, 
single-handed, make one a 
success. Therefore, although 
he cannot be allowed to dodge 
the whole responsibility for 
fa he must share with | 
associates any credit for 













y hat is the 


question which I- 
ind ansexact answer. 
Perhaps there is no 
to most of the questions that 
The best we can hope to. 

blem: The experience of others is- 
n invaluable aid to judgment—but it 

not substitute for judgment. The 
1 area where judgment must be- 


yusiness, and it is in that area— 
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By HAROLD M. STOTT 
Director, The Holst Instrument 


follow are suggestions from my own 


-< experience—though my book of ex- 
perience still has many blank pages, 


which I hope, in due course, to fill. 
- The first duty of the chairman of a 


-large concern is to select men, accord- 


ing to the size and nature of the busi- 
ness, actually to do the work. His 


second duty, although it is really a 


concurrent duty, is to see that these 
men do their work and that their work 
is so co-ordinated as to result in a 
successful business. 

-It is a misnomer to call the head of 
a large firm a chief executive. Ina 


small firm the chairman (or managing — 
director, usually) has to be and do. 


everything, but, as a firm grows, no 
chairman can hope to be everything 
without impeding progress. 


spective and, therefore, his judgment. 


At the same time, it has always 


seemed to me wrong for an executive, 






“The Chairman's (the active chairman’s) first 
job is the selection of MEN,” says Mr. Stott. 
In this, his view synchronises with that of 


Sir Percival Perry 


Chairman of the Ford Motor Company, who 
says: “The selection of men is more impor- 
tant than the. selection of machinery and 
plant because men, as a raw material, 
are more difficult to secure in the right 
qualities, more liable to get out of adjust- 
ment when once set to work, and more 


becomes no longer 


this 


and especially for a. chat 


If he . 
tries to be everything, he will be so | 
busy with details as to lose his per- 


dominated | 





Manufacturing Co., Ltd. 
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he cannot. 1 
cannot keep the be 
accounts, or persor 
the product, any m 
economically write 

a typewriter. 
can supervise th 
selling, and so on. | 
delegation, unless be- 
acts. Such respons 
shift. 
_ Neither can h 

the responsibility ~ 
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what. they do for a ly 
they will probably say: 
me tell you this in conde 
I don’t do anything, _ 
organization does Hal. | 
sit around here trying tp | 
busy and importan. — 

That is getting to De p 
tically a conventional 1 
It is a diplomatic reply, © 
chairman wants to give 
possible credit to Ue | 
about him and to keep on 
the picture himsell. But 
never a true reply. Orga 
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MANAGEMENT - CONTROL - POLICY 


Obsolete Men! 


H is a keenly analytical view of man and his labours in the light of 


the machine which makes 500,000 needles a day, 40,000 bricks an-hour, 
digs 30,000 cubic yards a day, shovels 2,000 tons of coal a day, bakes 
5,000 loaves an hour, sows an acre in 15 minutes, and so on. Obviously the 
development of the application of power is more significant, humanly speaking, 


than the development of tools. 


For the last 65 years the application of power 
has increased in the U.S.A. at 35 times the rate of population. 


If this goes on, 


where do we get? What about permanent and increasing unemployment? 


For this interesting 


review and the 


illustrations, which is an extract from an 
article that appeared in “Fortune”, New 
York City, we acknowledge the courtesy 
of the Proprietors of that publication 


echnological-Unemployment is a long 

word. ...It is also conceivably 

the most important “issue of our 
time. But it is most familiarly a column 
of statistics. 

As for example the following figures 
compiled by such engineers and 
economists as Leon Pratt Alford, 
Michael B. Scheler, F. Alexander 
Magoun, Eric Hodgins, Benjamin C. 
Marsh, and most recently and most 
strikingly by Howard Scott which 
show : 


. . . That machinery developed in the 
single decade between 1914 and 1925 
enabled one man employed in industry in 
1925 to take the place of three men 
employed in industry in 1914. 

. That if the s.s. Europa obtained 
her motive power the way the Spartan 
admiral Eurybiades obtained his, she 
would have to carry sweep-pullers to the 
number of 3,000,000 men—instead of her 
engine crew of 180. 

. That 6 or 8 men can to-day control 
and operate a turbine capable of producing 
as much energy in 24 hours as 9,000,000 
men working on 8-hour shifts. 

. That if 10,000 men had set out to 
dig the Panama Canal the year the 
Pilgrims landed in America they would 
not ym have finished digging. 

. That the production of a motor- 
car “required in 1929 less than one- 
third as many man hours as in 1919 
and less than one-twelfth as many as in 
1904. 

. . « That one man operating a modern 
brick-making machine sends 710 brick- 
makers into other jobs or out to the 
breadline. 

. . « That one man operating a mod- 
ern glass tube making machine deprives 
600 skilled hand workmen of their 


. . . That one man operating a new 
electric light bulb machine replaces 10,000 
human electric light bulb makers. 

. . . That one man in 1930 could make 
as many needles in a day as 17,000 in 
1830. 

That a modern flour mill under 
the control of one man turns out as much 
flour in a day as 8,000 of Themistocles’ 
millers. 


Wide World 


. . » That modern shoe machinery in- 
stalled in the shoe industry of Revolution- 
ary days would have driven 39 out of 40 
shoe-makers out of the industry. 

. That although Cacilius was famous 
among slave-owners of antiquity for his 
stable of 4,116 head, an equivalent total 
horse-power (411.6) is owned during the 
course of his life by almost any small car 
owner to-day. 

. That if the 1929 U.S. wheat crop 
had been grown in 1829, 6,000,000 men 
using the best 1829 equipment would have 
been required to prepare the ground for 
it and sow it... whereas 4,000 men 
using the best 1929 equipment could have 
done the whole job. 


Figures showing, in brief, that in 
manufactures, in transportation, in 
mining, in agriculture, in the whole 
spectrum of industry from one end to 
the other, fewer men are required to do 
a given unit of work, more and more 
automatic machines are continually 
being developed and installed, and the 
basic relation of human labour to indus- 
trial production is apparently under- 
going a change as profound as that 
which, in the early days of the Indus- 
trial Revolution, threatened the security 
and even the food and the shelter of 
British labour. 

It had been learned by 1929 that 
there was in truth as well as in theory 
a serious decline in the number of wage 
earners in basic industries. (The follow- 


ing figures are for the U.S.A. alone.) 
There were at least 500,000 and perhaps 
1,000,000 fewer men in manufacture 
than there had been in r919; at least 
240,000 and perhaps 300,000 fewer in 
railways; at least 65,000 and perhaps 
200,000 fewer in mines; and a loss of 
about 1,500,000 persons eligible for 
employment from agriculture. The 
total decline in these categories has been 
taken by Professor Paul H. Douglas at 
2,500,000. 

But it cannot be concluded with 
certainty from that fact that the process 
of mechanization actually caused the 
displacement. There is no means of 
knowing how many of these displaced 
workers have actually been displaced by 
technological advances (though the 
Director of the International Manage- 
ment Institute has estimated that the 
total displaced for this cause was 
1,485,000). Moreover, the current 
economic beliefs of the period prior to 
the depression and such statistics as 
had then been collected pointed in a 
different direction. 

As to the statistics, it appeared (if the 
figures given by the U.S. Bureau of 
Foreign and Domestic Commerce in 
1928 were valid) that the demand for 
automobiles, radios, telephones, moving 
pictures, etc., had so increased during 
the same period that 1,280,000 men 
had found employment since 1920 as 
chauffeurs and the like, 100,000 in the 
servicing of electric refrigerators, oil 
burners, etc., 185,000 had gone as 
teachers, and 100,000 had become life- 
insurance agents. 

Other surveys found an enormous 
increase (407,000) in the medical and 
allied professions, and in hotels, in 
restaurants, moving pictures and bank- 
ing, with the result that 1,907,000 new 
positions were created as against the 
1,485,000 eliminated. These latter 

res, however, omit from con- 
sideration the population increase 
during the period, which supplied 
2,000,000 additional wage earners to 
be taken up. 

As to the economic theory, Professor 
Douglas’s statement may be taken as 
standard and typical. It was his belief 
that although new mechanical devices 
did have the effect of displacing wage 
earners in large numbers, nevertheless 
new mechanical devices did not and 
could not cause permanent unemploy- 
ment because the effect of the installa- 
tion of such devices is to cut down 
labour costs (which are about three- 
quarters of the cost production) and 
thus produce a cheaper product. The 
effect of the production of a cheaper 
product is to cause either an increase 
in production if the demand is elastic 
or a saving to the purchaser if the 
demand is inelastic; so that in the 
former case few, if any, workers need 


(Continued on page II) 
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Machines for 
DIGGING 


When a labourer uses a hand shovel he 
probably moves about 2 cubic yards of hard 
packed earth in a day. When the Marion 
electric Shovel gets to work it takes 18 cubic 
yards at ONE BITE; digs 30,000 cubic 
yards in a 24-hour non-stop day, more back- 
aching labour than could be done by 15,000 
men in a 10-hour day. Another machine can 
dig a trench 20 feet deep and 8 feet wide at 
a rate of 1,000 cubic yards per 10-hour day 


M Vion Stee i Sho é 





Machines for 
BOTTLES & BREAD 


The complicated machine on 
the right sucks up molten glass 
and blows it into the desired 
shape. It can produce 288,000 
one -dram bottles in the same 
time (24 hours) as that required Mea Y er y 
to produce 17,280 bottles by f KPEE A 
handicraft method. The huge RNS BSS 
bread oven below does as much 
work as 70 men oven tenders 
and any number of small boys— 
5,000 Ibs. of bread in one hour! 


‘ 
bebe days 
DA -E 


gee 
5 





Owens-IHinois Glass Co. 





Baker Perkins Co. Ine 


oe to the domestication of animals, 


effect: both of hanes and 
stics, therefore, was to eliminate 
je. mechanization of industry as a 
ssible cause of hard times. It was 
generally believed by the end of the 
decade of the ’20’s that the machine 
‘would inevitably create as many jobs 
_as it destroyed, and that even an auto- 
“Matic bulb maker which threw 10,000 
-men out of work would merely, in the 
= long run, produce 10,000 surgeons or 
=o £9,000 insurance-agents or 10,000 
- filling-station — “operatives or 10,000 
poets. 


> What reason, then, to think of 
technological unemployment now ? 


Historically, no reason. But there 
had begun to appear in various parts 
= the industrial world during the 
ried following the War industrial 
ographers; engineers like Steinmetz, 
omists like Veblen, who were 

us to know something more about 

his dark continent. And the curiosity 
hese explorers had raised the ques- 
tion of the rate of change. Granted 
at mechanization was an old story 
d that a r Sagan 


ded by arithmetical rates of pro- 
gression might not now be proceeding 
bometric rates? Was it inconceiv- 

6 oscillations of the 

d -= should become wider and 

/ rapid until the clock was 
ed? 

t was known, for example, that the 
ndustrial Revolution had meant an 
‘traordinary revolution in rates of 
population growth and energy produc- 

L - Having reached the total of 
0,000,000 in 1800 by gradual accre- 

is over thousands of years, the 
population | of the earth had suddenly 
doubled in the next century and a 
quarter. And energy consumption 
which, save for the slight increase due 
had 
remained almost constant from the 
beginning of Time; had, since 1870, 


: <- increased even more violently—at a rate 
of 3 5 times the rate of growth in popula- 


tion. . The consequence was the U.S. 
lone produced in 1931 an amount of 
goods which the entire increased popula- 

m of the world would have been able 
0 produce with the means of the year 
1800. T 


2 atistics ‘of denna in a 
cent — r was Pea 


Automobiles 


most significant discoveries: have 
made. 

For it was found that the years 1899 
and rọrọ marked changes in the 
development of industrialism compar- 
able in importance to the year 1800. 

The year 1899, though it marked the 
beginning of an enormous increase in 
production, did not mark a radical 
change within the industnal order. 
That is to say, the number of wage 
earners and the volume of primary 
power of which each wage earner dis- 
posed (primary power per wage earner) 
rose after 1899 at a rate roughly com- 
parable to the rise in production. The 
whole organism was expanded. More 
power was installed. More men were 
employed. More goods were manu- 
factured. 

In other words, 1809 marked an 
acceleration in the rate of the industrial 
machine as a whole. 

Nineteen-nineteen, however, has a 
different significance. It marks not an 
increased acceleration of the whole 
machine, but a revolutionary change in 
the relation of the parts of the machine 
to each other. For about 1919, while 
the volume of production went up, the 
number of wage earners employed in 
manufacturing levelled off and actually 
fell (a loss of about 3 per cent by 1927). 
The change may best be expressed in 
terms of productivity per wage earner. 
Productivity per wage earner had been 
almost constant from 1899 to 1919, 
rising by only 4.7 per cent. That is, 
if one man produced roo units in 1899, 
he produced only 105 under the same 
conditions in 1919. But in the eight 
years from 1919 to 1927 productivity 
rose sharply and abruptly by approxi- 
mately 50 per cent. With the inevitable 
and intended result that, since fewer 
men could do the work, fewer men were 
employed. 

The new order following 1919 is con- 
vincingly shown by the following 
figures, which gives for the principal 
American industries the change in 
volume of output and in employment 
of wage earners between 1925 and 
1927 :— 


Change in 
employment 


Change in 
Output 


Industry 
Oil: Petroleum, Re- 
fining 
Tobacco i 
Meat: Slaughtering, 
Packing . . . 20% 
Railroads 1922-26 . 30% 
Construction: Ohio 
only* . 


. 84% less 


. 53% 


more ety 


Lumber 


Equip- 


eat 10% % 
Agriculture 1920-25, 160% % or 
-o E% tesa ; 
Men’s Clothing . š Fe more 5 
Paper 
shoes 


key to the me n 
of the economist that 
workers by me 


account the fact that i 
saci Me eng 


operates o over agit hole 
at once, and that worker: 
automobile making 


before he can get there. 
The most significant fact 
by the geographers is wot p 
nological unemployment; i i 
parent trend toward rapidiy ts 
technological unemployment in 
future. 
It has been estimated by t 
enjoy long-range forecasting 
if the productivity of indus 
anization continues to ine 
next 25 years at the rate es 
the last 25, only 45 men will 
in 1947 to do the work done 
70, or in 1907 by one Dum 
seems probable that the rate af m 
ization may actually increase. : 
tion of man-hours per acre i0. 
to such a point that human | 
will be practically eliminated 1e- 
be possible, and similar changes n 
expected in other industries, 
The whole purpose and: i 
of mechanization is the 
costs which means, pror 
duction in labour costs. ] 
is not reduced after the inst: 
the new machine, the factor 
run economically. Tf it ia” 
there must either result a i 
ment of labour or a smaller. 
around, : 
The sum and substance o 
jem is this: from the purely 7 
point of view, a part of 
is already obsolete anba fur 
obsolescent. But from the ce 
point of view no humeri being 
lete: on the con 
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Obsolete Men 








N.Y Publicity Librar, 
International Harvester Co. 





Machines for 
THE FARM 


One man with tractor and 
drill can sow an acre in I5 
minutes as against 44 hours 
for the old fellow with a 
seed bag. One man with a 
4-row cultivator and tractor 
can outwork 65 men with ESS (on g3 
horse and plough. Hay is Fo TEPEPNRE TEOST 
cut by machine in one-fiftieth PES EEN SS Sa 

the time of a century ago 


ak 


E &re 
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kapiadi é Wey Machines for SEWING 
Awoman’s hand can sew 75 stitches a minute. A 
sewing machine can sew 1,800. In the shoe indus- 
try alone the sewing machine has displaced 9 out 
of 10 hand stitchers. To-day, one man with textile 
machinery can outwork 45,000 men of 65 years ago 











licity value of any 
wd, or important 


Departing front alle conservative precedent 
Lloyds Bank (Strand, London premises) 
are erecting a Neon sign as an indication 
: ” progressive business, 

ae + 

As air taxi service from an aerodrome 
_ between Hastings and Bexhill is being 
_ discussed,. and an application has been 
- made to obtain the necessary money for 
the puree of land for the aerodrome. 


> 













rachute designed for more emergency 
ses ‘than merely springing out of an aero- 
lane. It is also effective to support any- 
ne trapped in a burning building and 
ishi to Tepi ose a ı high window. 















into “sleigh form capable of 
oving safely over ice, snowsor even steep 
oughed | fields has ‘recently been awarded 














o coe hting equipment attached to a 
neer truck is now being marketed 


tropics. When not required for locust 
t Hon, it c can be used for street wash- 
| tering and similar kinds of 


ee 












ork age is a “sold. It takes the 
f a light metal clip encircling the 
e lamp, at the top of which is a 
que reflector which casts a certain 
ght -upwards in such a way 
isible to the rider. 








n dditiona 5 51 ‘thousand square ‘feet. 
alfpeñny a ae was the full cost of 
a recent car tour of four persons and their 
luggage over a distance of 2,3644 miles. 
The. tour was undertaken to show the 
_ cheapness of modern motoring. The car 
averaged 364 miles to the gallon, and any 
available grade of fuel was used, 

: p E : : . i + 

ae Experiments with rotary printing discs 
are being made with a view to adopting 
oe ‘photogravure for the printing of stamps. 
_ In the new stamps the King’s head will 
stand out against a i la of really 
deep colour. Sap 


Glass-silk sheets milih can be bent and 
ed up are now being made in 
sgow. B + 


shoplifting could be reduced to a 
m: detectives being dressed 

atin d s such instead of 
omers, was the 
of the: Maryle- 
y he said, 











always ready m 
in Oxford Street . 


motorcar wheels can 






YTEPPING 


people who pilfer from the counters will 
be prosecuted. The executives of several 
of London's biggest stores, when invited 
to give their opinions of these suggestions, 
were not quite certain whether the public 
would appreciate such treatment. 


> 


English Cheshire cheese is to “have a 
national mark. Two kinds are likely, 
"Selected and "Extra Selected”. A little 








later it is proposed to introduce these 


better marketing schemes for other cheeses. 


+ 


An electric horn for cycles working from 
an ordinary 3-cell standard torch battery 
has been placed on the market. 


+ 


Much cheaper linen, it is claimed, can 
be made through a new method of pre- 
paring flax. The processes involved 
enormously reduce the time and expenses 
involved in preparing the flax fibre. 


+ 


A new electric refrigeration system for 


trucks, storage boxes, etc., is said to store 
up cold much as the storage battery does 
electricity. Trucks can be charged at 


night and are said to keep a consistent 


low temperature for fifteen hours or more. 


+ 


The ripeness of fruit and vegetables can 
be measured by a new electric “palate” 
which is likely to prove a great aid to 
canners in keeping their goods up to 
standard. + 


-A new combination desk and safe for 


vertical card record systems opens and 








TO-DAY’S 
BUSINESS DEMANDS 


“Advertising is a necessity. For 
a modern business there is no 
quicker, more efficient and 
more economical method of 
informing the public about the 
uses and merits of a product. 
It is not only a necessity to 
every ‘merchant’ but also a 
form of insurance to the public. 
The consumer must be able to 
rely on the fact that any 
product which is advertised 
widely and consistently carries 
with it—by virtue of its adver- 
tising—a guarantee of quality.” 


































SIR HENRI DETERDING, — 1 
Dire C ar General, E 





i plated, but so fa 
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closes electrically, thus giving greater | 4 
protection. In case of fire. ane poron = < 
using the desk has only to push s bonon 
and run. Pe ES 

+ 
A completely equipped sutomoblle rcon Le oe 
bly plasti is sd show at the Chicago Cestury ae 
of Progress Exhibition next month, The 
visitor is able to order a car in the mora _ 
ing, see it made and assembled thee 
out, and drive away in it in the even op. 




















ed by one of 
motor-tyre manufacturers. ity 
a wide range are reported, 





An evening service to- 
been instituted by ` 

enables the business tr 
full day's work in Lo 
over to Paris for an even 
ot be ready for one ea 
morning. 









3 | arment. on 
has been dene. © omplet 
up at the rate of ohe pe 
expected that this new ; 
Manchester to meet the pre 
competition from low-wage. 
countries. 


> 


A levy on tin imposed by the lewdiig oo 
tin producing countries of the world: Hit 
year is leading to an international efork — 
to expand the use of tin. An organiza. — 
tion has been built up in which scient ie, 
technical and, statistical informat ton a 
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THESE 


£14,068 INCREASE IN 
PROFITS TO £272,590 
John Knight Ltd. 


1. Replacing much of the produc- 
tion machinery by new and 
more efficient plant 


2. Concentrating on the sale of 
proprietary lines 


3. “Re-dressing’” and nationally 
advertising a standard popular 
line 


4. Directors and staff working 
together as a team 


For an old-established firm such as 
this to set up new records during last 
year surely indicates a progressive man- 
agement which scorns the temptatfon 
to “wait for prosperity to return’. 

Production was speeded up and costs 
kept to the lowest minimum by a 
steady process 
throughout the 
year of scrap- 
ping all plant 
which could be 
replaced by new 
machinery of 
greater effi- 
ciency. Severe 
supervision and 
scientific man- 
agement en- 
sured that the 
best was got out 
of the new ma- 
chinery. 

On the sales 
side the direct- 
ors concentrated 
their efforts to 
a greater extent 
upon propriet- 
ary lines. They 
launched a 
strong advertis- 
ing campaign 
and backed it by 
a scheme of pop- 
4 ular gifts. The 
® co-operation of 
=" the retailer was 

Mi sought, and he 

= was so well en- 

couraged by the 
salesmen to sell 
the goods that 
new sales rec- 
ords were set up 
for each of the 
lines pushed. 
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Made Bigger 


Following the same policy, the firm 
gave a big fillip to the sale of its 
Knight’s Castile Toilet Soap by en- 
larging its size, making it appeal as 
of more value for money and by re- 
dressing it in a modern, artistic 
wrapper. The change was widely 
advertised through the Press and on 
the hoardings. 

Co-operation of the staff, the team 
spirit between directors and employees 
and between departments was still fur- 
ther encouraged. To foster this spirit 
a contributory pension scheme, where- 
by the company’s payment is equal 
to, or greater than, that of the em- 
ployee, is now operated both for office 
and factory workers. This provision 
is greatly valued by the staff. 


“> 


NET PROFITS 
INCREASED BY 
OVER £9,000 

The Sheffield Gas Co. Ltd. 


1. Strict but constructive econ- 
omy in every department 


2. Constant research to develop 
business 


3. Maintenance of low prices to 
large consumers 


4. High standard of service to all 
consumers 


5. Saving time and money by 
fitting out own meter repair 
shop instead of putting the 
work out 


In a year when most gas undertak- 
ings recorded a decrease in sales, this 
company not only increased its business 
but actually raised its profits by nearly 


£10,000. 


This result was due to several 
causes, including, mainly, a policy of 
strict economy in every department 
during the year. This expense cutting 
was scientifically handled. Care was 
taken to see that the distributory sys- 
tem was not empaired and that the 
efficiency of the whole organization was 
fully maintained. 

The economies were not allowed to 
hamper the research department, which 
did much valuable work investigating 
and developing the use of industrial 
gas. This department also provided 
practical demonstrations of gas as a 
heating agent for new industrial uses. 


Potential users of industrial gas were 
shown how their individual heating 
processes could be carried out in gas 
furnaces, and services of staffs were 
offered free. These practical sales ser- 
vices led to the installation of many 
big gas-burning plants in the neigh- 
bourhood, 

Another good sales inducement was 
the reduction of prices to a minimum 
to large users. This move increased 
consumption to an enormous extent 
and influenced many concerns in their 
choice of a means of heat and light. 

A high standard of service to all con- 
sumers, both industrial and domestic, 
brought increased business. This policy 
was used not only to make satisfied 
customers but to demonstrate the 
general efficiency and reliability of gas 
lighting and heating services at all 
times. It vas good general propa- 
ganda. 

As the company found the demand 
for prepayment meters growing, it 
anticipated the need for a bigger meter 
repair service. It therefore cleared an 
old stores department and converted it 
into a fully equipped repair shop. The 
work had previously been done by the 
meter manufacturers, but by doing it 
themselves the company effected a 
saving in both time and money. 


* 
«,° 


OVER £30,000 
PROFIT INCREASE 
A. W. Gamage Ltd. 


1. Supplying quality goods at low 
prices 


2. Working on extremely low 
profit margins 


3. Maintaining quick turnover 
4. Intensive advertising through- 
out the year 


5. Consistently accumulating 
goodwill to retain customers 


This success is due not to any new 
policy but to a more intensive applica- 
tion of the policy upon which the busi- 
ness was founded, that is, supplying 
to the public quality goods at low 
prices. In other words, definitely set- 
ting out to give value that appears to 
be unbeatable even in these days of 
fierce competition. 

Practically all merchandise handled 
is of British manufacture. It is a rule 
in every department that only a defi- 
nite high standard of quality goods are 
accepted for sale,.and any goods not 





p to that standard, whatever profits 
they might offer, to be refused. 
> By never departing from the quality 
goods, old customers have been re- 
= tained as well as new ones attracted. 
The firm has been content to work on 
< avery low margin of profit, thereby 
_ speeding up the turnover and keeping 
cash liquid and earning profits. In- 
-creased business resulted through main- 
taining a full volume of advertising 
irrespective of whether general business 
_ conditions seemed depressed. No adver- 
— fising was allowed to pass unless the 
goods and service behind them fully 
substantiated the claims made in the 
innouncements. 
fail order business was increased as 
tal customers found they were never 
yinted.. This firm has proved 




















nover and profits. 
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OFITS INCREASED 


| increased export trade through 
development and enterprise 


Constantly adding new lines 


ntensive sales policy with chief 
standard lines 


ealizing that through improved ex- 
port trade was one way to make pro- 
gress during the past difficult twelve 
months, this firm entirely reorganized 
the management of its Canadian branch 
and intensified its sales policy there. 
_. Improvement was immediate. It then 
turned its attention to Australia and 
_. formed.a subsidiary company there to 
facilitate a freer distribution of its 
ee products in the southern market. It 
also increased its effort in South Amer- 
- ica and, in spite of exchange restric- 
> tions, widened its markets in that 
-country and consolidated its position. 
-o This bold policy of export develop- 
ment | more than paid for itself and off- 
set any decline in other directions. 

At the same time the company con- 
nued to press the sale of its products 
| this country and added to their 
umber as the research laboratories 
new. -prod icts. to meet fresh 
| iT nsistently sought 
Marketed pro- 














to build goodwill is also to build 


At the same time, the firm's 
older standard products were 
not neglected in any way, 
every effort being made by 
service and an intensive sales 
policy to expand the markets 


2, Speeded up delivery 
service and panes 
facilities 


Use of slower running machin- 
ery to manufacture more 
remunerative grades of paper 


| 
4 
to which they went. At the | í 
end of the trading twelve | 
months this firm had broken | 
all its previous records, 2, 
z | 
| 
PROFITS RAISED | 3. 
BY £28,559 
Edward Lloyd Ltd. | 4, 
(Paper Manufacturers) i | 
1. Steady installation of || 5 
new and efficient plant f 
to replace older 
machines 6. 
| 


This firm realized that profits to-day 
come only by producing the best 
article at the lowést economic cost, and 
that the first step towards this end is 
to use only the most efficient plant. 
Its executives’ policy is to study and 
test any new development in paper- 
making machinery and to install at 
once any machine which gives proof 
of being able to reduce production 
costs and increase output. The firm 
followed this policy with success 
throughout the year. 

As the efficient delivery of the paper 
is almost as important as its manufac- 
ture, a considerable sum was also spent 
in increasing transport facilities. <A 
fleet of fast, efficient lorries was in- 
stalled so that the service could make 
absolutely certain that no customer 
would ever be disappointed over de- 
livery dates. 

At their Ridham dock; besides the 
purchase of additional rolling stock 
and locomotives, a second large paper 
store was erected, and a third wharf 
and warehouse were also acquired in 
London, making available considerable 
additional storage capacity, so that, no 
matter what rush orders or emergency 
arose, actual stocks were held to meet 
the demand. 

This policy of constant band bua 
naturally enhanced the A of 








tory margin of- 


















































_ BECAUSE~ 


They cut their costs CONSTRUE. 
TIVELY — ie, without impairing, 
efficiency 


By adding new features or by ime 
proving SERVICE they made their 
products of greater value to eom 
sumers | 


Explored every possible. aveniw 
NEW uses and sales for exi: 
products 


Used market and labora 
SEARCH cas create new pr 








of ADVERTISING 





Consistently strapped 
replacing it with NEW 
types 





and improvement of the 
vices, | 
During the year so 
running machine 
taken off the mir 
print and turned o 
paper which viel 


example of profita 
by intelligent ma 


£4,932 IN 
RAISES PROF 
TO £37 ,299 ee 
Mappin & Webb w 
1. Using publicity offered | by — 
exhibitions o 


2. Intensive showmanship | 

window display (oe 
Close attention to: foreign 
business es x 











3. 


This firm saw that only be 
and seeking fresh business 
crease its Sao over th 
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-t the moment the average business 
man is in a somewhat confused 
PUES -state of mind about the business 
oF outlook. -There are such diverse points 
-of view, and there have been so many 
quick changes with relation to ex- 
changes and stabilization, tariffs and 
trade restrictions, conferences and 
schemes for trade revival. 
It seems to us therefore, that it is 
time to take stock of where we stand, 
‘here are three factors or ‘‘points of 
onfusion’’ to consider. 


‘onference Results 


Not Harmful 


the first place the Economic Con- 
er ence has done little. Three months 
we said that its failure would mean 
to us and its success would not 
is much. The truth of that state- 
now proved. 

sonference has not done the 
it some people feared it might. 

eft seeds that may grow into, 
crop on the subjects of world 
f raw material production, and 
n of inter-nation com- 
3 together with the posi- 





Sadie prices again alae 
lowed mS fall to the ruinous levels of 
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itely not resulted in any world-wide 
amelioration. It has not given positive 
help to the ailing nations: no upward 
turn in world business can be built on 
it. British business continues to go 
ahead almost as if it had not been held; 
there is, and should be, no holding back 
for any future developments from it; 
neither should hope of positive resuits 
from any future reassemblage be held 
out, — 


Dollar's Effect on 
International Trade 
Te second point of confusion is the 
dollar, the pound and the gold 
standard. The depreciation of the 
dollar has thrown a certain amount of 
uncertainty into international trade. 
Every businėss man, whether he is an 











exporter of goods, a buyer of overseas 


material, or a competitor of manufac- 
tured imports, has got to watch the 
dollar in order to see whether American 
goods are going to reap an advantage. 
But the danger and effect of the 
depreciated dollar has been rather over- 
emphasized. It has not affected our 


THE SITUATION THIS MONTH 


LONDON DISTRICT: Retail sales con- 
tinue to improve in the London area, and 
there is a fair amount of activity on the 
Stock Exchange. General trade remains 
about the same as last month. 


EASTERN AND SOUTH-EASTERN DIS- 
TRICT: There is no change in the agri- 
cultural situation, but light engineering, 
chemicals and timber are doing fairly well. 
There has also been a general improvement 
in the price of fish. 


MIDLAND DISTRICT: There is little 
change in the iron and steel industries, 
but increased activity is reported through- 
out the engineering trades. The electrical 
industry is also doing better, and motor- 
cars and cycles continue to set up new 
records. There is a general improvement 
in the hardware trade. Other business 
remains about the same. 


WEST AND SOUTH-WEST DISTRICT: 


` The demand for timber is maintained, but 
at the grain market remains no better.. 
is considerably more Ay in the leathe 


There. 



































































financial and trade relations with the _ 
Dominions and the rest of the Empire; 
or what is looked upon as the sterling © 
area~the Scandinavian countries and . 
Western Europe. Neither has it affect- 
ed the relations of the pound with the | 
gold currencies: the franc, the Italian 
lire, and the Dutch florin. The pound a 
still bears almost exactly the same rela- __ 
tion to them as it did four months ago. | 

So far as any advantage the depre- _ 
ciated dollar has given American ex- 
porters, international trade has not yet 
felt the effects, and the chances are that 
it will not, for it must be remembered _ 
that the dollar depreciation is entirely _ 
different from the pound depreciation in 
that it is a depreciation designed to — 
raise internal U.S.A. prices. That _ 
in turn will raise wages: that is going 
to raise costs and therefore America 
export prices will automatically go u 
It is true that America’s export. pri 
will not go up immediately, or qui 
fast as the depreciation of the dolla 
but watching developments in Amer 
one is inclined to the conclusion that 





















duration. 

In fact, it would b l 
to say that the increasé in her wo 
buying resulting from an uptur 
American trade will be a stimulus t 
exports at least offsetting ae inc 
in America’s exports. 


encouraging, as they show a considera 
improvement; but general business _ in o 
Wales is very little better. ne 


NORTHERN DISTRICT: Ther has ben 
a further advance in the prices of cotton, oS 
and there is a fair amount of activity in 
the trade. The demand for wheat is slack _ 
and prices are low. The market for piece Le 
goods has improved considerably. ~ 7 


NORTH-EASTERN DISTRICT: The iron © 
and steel trade continues to- expand _ 
slightly, but coal remains extremely quiet, 
as also does shipbuilding. The freight o 

market is steady. eg 


SCOTLAND: Shipbuilding, iron and el 
and coal show no recent improvement. The 
farming outlook is better, and the jute — 
trade remains active, but general business _ 
in Scotland shows very little forward I 
movement. 












IRELAND: Farming is m 
favourable E a yarn i and 






MANAGEMENT - CONTROL - POLICY 


Can U.S.A. Maintain 
Progress ? 


J third factor that puzzles many 
business men is: What is going to be 
the development of business conditions 
in the States? 

In our opinion nobody can answer 
tbat question. And that is the basis on 
which business plans should be made. 
That is to say, there is no knowing 
whether the upturn in American busi- 
ness is going to continue upward, 
whether it is going to slow down and 
remain on the present level, or whether 
it is going to slip backwards. There- 
fore, the best thing for individual busi- 
ness men to do is to make their plans 
on the basis of this uncertainty. 

There is no doubt that American 
business activity has greatly expanded 
in the last quarter. Virtually all the 
figures are up: price level, railway 
earnings, power consumption, produc- 
tion of manufactured goods—everything 
except retail sales, and even they are 
showing, month by month, a progres- 
sively smaller percentage of decrease as 
compared with a year ago. 

But whether this will last—whether 
the present levels of prices, values 
and production will be niaintained— 
is another question. We can do no 
better than to quote here a very clear, 
frank and straightforward statement re- 
cently made by Dr. L. D. Edie, an 
American economic authority and fin- 
ancial consultant, at a meeting of the 
American Chamber of Commerce in 
London. 

“The real test of our movement,” 
said Dr. Edie, “will not come till the 
spring or summer of next year. The 
possibility exists that by that time we 
will have spent the first ammunition 
that we put in the hands of the Presi- 
dent of the United States, and, having 
spent that ammunition, we will have to 
trust to the business machine to travel 
forward from that point on its own 
power. We do not know yet whether it 
will have sufficient power to for- 
ward without an additional stimulus. 
The hope that it will have that power 
to carry forward, rests in the possibility 
that by that time we shall have wit- 
nessed a sufficient revival of our capital 
investment market, so that we will not 
be dependent upon Government bor- 
rowing and upon public works, but we 
will have, so to speak, primed up sut- 
ciently so that the private investment 
market will be able to carry the load. 
There 1s a real hope of that; but at the 
present moment it would be pure guess- 
work to try and express a definite 
opinion as to how we will survive that 
major test, when it comes.’’ 

What this means in a dozen words is: 
The present upturn in business should 
last a year; beyond that one cannot say. 


Raising the Price 

Level 

pee is, perhaps, one more point of 
confusion. In the last four years we 


have seen a great many plans brought 
forward, panaceas which would cure the 


world’s ills. The present one is raising Business Indices— 
“Improvement Continues’ 


the price level. Everyone is talking 
about it, and urging it, and playing it 
up, as if it were the one final thing 
that would do the trick. It is an obses- 
sion, and there is danger in it—as well 
as vast misunderstanding. 

The only way to raise the price level 
is to make demand greater than supply. 
But this means actual demand, con- 
sumption demand—not speculative de- 
mand. If production can be reduced 
below present-day .consumption the 
price level will rise. If consumption 
can be stimulated to absorb present 
production and a little more, the price 
level will rise. But raising the price 
level by artificial means is merely like 
‘pruning the pump’’ or turning the 
crank of the starter. If there is no 
water in the bottom of the well, or if 
there is no petrol in the tank, all the 
priming and all the cranking cannot 
bring the desired result. 

No government and no combination 
of nations can raise the price level and 
keep it there by any other means except 
by permanently increasing consumption 
a little above production. 

And there is another point, too. We 
expect mere politicians to forget this, 
but not business men: the eventual 
result of a rise in the price level of basic 
commodities is going to be a rise in 
retail prices and therefore a rise in the 
cost of living. It may be delayed a 
little, but it is bound to come. And our 
warning to business men is: Hear what 
ali these Statesmen and politicians and 
reformers have to say about the price 
level when retail prices begin to go up! 


The Empire Alone 
Progresses 


T. facts and figures we study each 
month in order to compile this trend 
of British business have recently re- 
vealed two major points. The first is 
that trade within the Empire, and espe- 
cially Great Britain, is steadily improv- 
ing. The second is that trade condi- 
tions in the rest of the world remain 
chaotic. Any observer is bound to come 
to the opinion that we alone show sound 
progress. 


It is twelve months ago now that we’ 


stated in the ‘‘Trend’’ that the business 
tide in this country had definitely 
turned. To-day we are a long way 
past the turn, and the tide is beginning 
to gather strength. In spite of the 
alarms, and political and economic up- 
heavals of the rest of the world, the 
British Empire has gone steadily for- 
ward during the first six months of this 
year: progress which was recently sum- 
marized by the Board of Trade in the 
House of Commons as ‘‘General im- 
provement, definite and marked under 
conditions of restrained but increasing 
confidence’’. 

A sure proof of the way in which in- 
dustry is improving is still to be found 
in the employment and unemployment 
figures. - Unemployment was consider- 
ably down again in June, the figure of 
2,438,108 being 144,771 less than the 
previous month, and 309,235 less than 
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June of last year. Thus, there are fewer 
unemployed people in this country to- 
day than there have been since June, 
1930. In twelve months the figure has 
dropped by 309,235, and since the be- 
ginning of the year by 285,000. Per- 
haps the most significant point of the 
June figure is that it proves that the 
improvement durng the preceding 
months was not merely seasonal but 
of a more permanent nature, for there 
is no sign this year of the tendency for 
unemployment to increase as soon as 
May is over. 

Employment, too, is up by 135,000 
on a month ago, and 461,000 on a year 
ago. The improvement extends to all 
parts of the country, and all but a few 
industries, being most marked in iron 
and steel manufacture, ship-building 
and ship-repairing, metal goods manu- 
facture, the textile industries, the dis- 
tributive trades, hotel and boarding- 
houses, road transport, ship, dock and 
harbour services. There was a slight 
decline of the motor vehicle and tailor- 
ing industries, but this was more than 
offset by the slight improvement in 
coal-mining. 


Our Improving 
Trade Balance 


To same encouraging improvement is 

be found in Great Britain’s trade 
balance for the first half of the present 
year. The adverse balance of imports 
over exports shows a reduction of 
{24,617,801 over the corresponding 
period last year. This includes a 
reduction of no less than {10,927,970 
on manufactured articles. The June 
figures show a decrease of three and a 
half millions in imports, compared with 
May, but the decrease in exports is well 
under one million. 

Commodity prices continue to ad- 
vance, The index number at the end 
of June was 1.9 per cent higher than a 
month ago, and 8 per cent higher than 
a year ago. This is the third consecu- 
tive increase shown by the monthly 
index figures, the level of prices having 
risen 6.3 per cent since March. All 
groups of commodities were higher in 


June than May with the exception of- 


“other foods”, which was 3.1 per cent 
lower, 

The cost of living figure for July 1 
shows a seasonal change, rising to 138: 
this compares with 143 for last year. 
For food alone the average increase was 
approximately 18 per cent, as compared 
- with 14 per cent a month earlier and 
25 per cent last year. 


All Industries and 
Trades Better 
Te trade is improving in practically 
every direction can be seen from a 
study of individual trades and indus- 
tries. Here are some illuminating facts 
and figures: 
There are 287,502 tons of new mer- 
chant shipping on the stocks—an in- 
of 35,10x tons in three months. 
(Continued on page 29) 
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THE Broaper View 


By ROBERT 


The Reward 
of Business Strife 


‘Whence comes this melancholy and 
drowsy sluggishness of a mountain 
people? 
of the torrent that becomes the inner 
rhythm of their life? Is it the accumu- 
lation of fatigue? The fact is that, 
instead of being free, easy, and viva- 
cious, as the people of the plain imagine 
them, these people are dull. The -city 
man 1s more wide awake than the 
countryman, and the countryman than 
the mountaineer. ... Man does not 
become very keen, very animated, very 
alert, except in those little artificial 
worlds that are called cities.’’ 

This from the ‘‘Journal’’ of Henri- 
Frederic Amiel. And one might add 
that in exactly the same way the little 
world of a business organization, with 
its problems and perplemties, its strife 
and conflict, also sharpens the wits of 
man, and makes him animated and 
alert 


An Idea Under 
the Dust 


Dust showed the proprietor of a small 
stationery shop one way to increase 
sales. He had removed a display from 
the shelf to dust it; in replacing it he 
accidentally arranged it more com- 
pactly. He found to his surprise that 
it occupied only about two-thirds of 
This gave 
him an idea, and he went over his 
entire stock, shelf by shelf, experiment- 
ing with each display until he had 


found the most compact, yet attrac- 
tive, way of arranging it. 
“You would not believe,’’ he writes, 


“the amount of empty shelf space there 
was when I had finished. Immediately 
I set about filling it in with some lines 
that had been clamouring for display 
space and selling badly because they 
didn’t have it. Now they are in sight 
of my customers and my sales people, 
and they are selling.”’ 


Business Breakfasts 


Few things amaze me more than 
observing how one’s questions come to 
answer themselves. As an example, 
such an experience came to me just 
this week, when a prominent social 
worker casually mentioned that she was 
having the whole staff in for breakfast 
the next day. I was a little puzzled at 
this plan, but the subject was changed 
and the remark all but forgotten. 

A few days later it happened that I 


Is it the monotonous sound . 


R. UPDEGRAFF 


had lunch with a former editor, who 
said he had found that one of the best 
ways to weld a group of individuals 
into a well-organized staff was to get 
them together periodically for break- 
fast. Then they are fresh, enthusiastic, 
and their minds are not yet enmeshed 
into the details of the day’s work. They 
are free to see the larger aspects of a 
programme. 

An excellent way, it seems to me, for 
a small organization to start the day 
once in a while, when the broader 
problems are to be considered. 


On Letting Pictures 
Come to One 


In an art gallery recently an official 
complained to me: “Most people don’t 
know how to look at pictures. They 
walk up to them and stand too close, 
so that they see the brush strokes and 
the details, but not the picture itself. 
If only they would stand back and let 
the picture come to them they would 
see what the artist sw and put on his 
canvas.” 

I thought of this a few afternoons 
later when I went out with the head of 
a large, business to visit three of his 
branches which were not doing too well. 

Instead of going in and starting to 
bombard the manager with questions, 
he entered each branch in the most 
casual way, greeted the manager in 
friendly fashion, chatted with him about 
this and that for perhaps a quarter of 
an hour, walking around the place and 
observing its stock and the spirit of its 
service as they talked, and presently 
bid the manager good-bye. 

After visiting the three branches we 
drove on back to his office. Curious to 
know what he had discovered, I asked : 
“Well, what did you find out? ”’ 

“I don’t know yet,” he replied. “I 
never try to force my conclusions; I 
let them come to me. I may not know 
for a day or two what is the matter— 
but it will come to me in due time ”’ 

The next morning I called this man 
on the telephone. “Tve discovered 
what is the matter with that second 
branch we visited,” I said. ‘It came 
to me this morning.” And I told him 
what I had discovered. 

“Yes,” he said. “The same answer 
came to me last night.” 

This method of standing off and look- 
ing at situations as a whole instead oj 
in detail, and letting the solution come 
as a conviction, works in any type oi 
business, and even in community and 
political life. Rushing up to a problem 
rarely pays. The problem is obscured 
by its perplexities. 
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oe as a science has been 
developed to a high pitch in the 
coo German optical goods industries. In 
> prosperous times the trend of develop- 
nt in manufacture was towards the 
duction of ‘apparatus more and more 
nically perfect, but correspondingly 
ee and necessarily dearer. 
instruments themselves made 
































echnical knowledge and eae 
ive skill, But hard times hit specialized 
\dustries severely. With the duration 
f the world crisis—which many people 
n Germany now consider to be no 
crisis’ f at ally mt a ee state 






continuously. 
ope with the situation, this type 
f industry had to reorganize produc- 
ion.on quite new principles. The pro- 
lem was to recover, maintain and even 
nerease the former turnover. And, 
bove all, to keep the home market free 
from lower-priced imported goods with- 
at resorting to prohibitive customs 
nes duties. 








Gave the Public a New Idea 
of Photography 


To create new markets at home, the 
-first step was to make the public aware 
< of needs it had not previously felt. The 
-second was to offer them the means of 
satisfying the resulting demand at a 
price the buyer could afford to 
pay. The results achieved have been 
phenomenal. 

To solve its own special problem— 
— which was the selling of photographic 
 flms—the Agfa Company, a depart- 
ment of the German Dye Trust, hit 
= upon a plan for popularizing amateur 
_ photography among classes that had 
previously had no experience of the 
hobby. In Germany 1932 was the worst 
year of the crisis. Few people were able 
‘buy a camera of any kind. The 
oment seemed most unpropitious for 
inching a. national selling campaign. 

i fa hit out in a new direction. 
ag research on 
piogra phic. work 

ica 
























Introduction of this New Simple Camera 
REVITALISED 
Dying Industries 


makers were induced to turn their 
attention to going in the reverse direc- 
tion. 

A camera was turned out, in which 
all but the barest essentials were left— 
a single simple lens, a plain shutter, one 
change of speed. And, simultaneously, 
research was devoted to making a new 
kind of film, yielding the results 
formerly obtained optically. The atten- 
tion of the beginner was no longer dis- 
tracted by making complicated calcula- 
tions and adjustments, hence he was 
enabled to give his entire thought to 
composing the picture itself. Moreover, 
snapshots could be taken without 
lengthy preparations. 


One Million Cameras Sold 
in a Bad Year 

What resulted from these combined 
efforts of.camera and film makers was 
put on the German market last year 
under the name of “Agfa Preis-box’”’ 
(prize box). It was sold by retailers for 
Rm.4. Everybody assumed at first that 
it was nothing but a toy. But when 
people discovered what really excellent 
pictures could be got with the ‘‘Preis- 
box’’, amateur photography took a new 
lease of life. In 1932 nearly 1,000,000 
of these simple cameras were sold in 
Germany. Every buyer was one user 
more of Agfa films. The sale of roll- 
film went up in an astonishing manner. 
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Here is a brilliant marketing scheme planned to work back- - — — 
wards. The amateur photographic film industry in Germany ee 
was dying, so was the camera business. 


by technical improvement, 


lowered purchasing power of the mass of amateurs. 


article by a correspondent 
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times of pane ie ear 
sale of films and fro: 
negatives than from the sak 
goods. 

-But the success would 
so phenomenal had Agia 
scientific and tech 
the disposal of the arma 
years past, the company 
lishing a small monthly call 
blatter’™’ (Photographic. 
obtainable at all dealers for 
This reaches almost 
ested in photography. fai 
magazine is beyond praise. 

This small journal started 
tions for users of the 
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of pictures could be got, f 
specimens of the best wadi a 
criticized faulty pictures. Proe winst 
were awarded more expensive canes. o o 
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Photography, - 
had developed beyond the 
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arch Doubled the Possible 
oo Sales Period 
Satisfactory snapshots with the 
“Preis-box’’ could only be made in 
strong sunlight. Photography in winter 
was hardly possible. The sale of films 
_ was entirely dependent on the weather. 
_ What the Agfa aimed at doing next was 
to equip the amateur for successful 
work all the year round, whatever the 
weather. This problem has at last been 
solved completely. 
On the one hand, a new camera has 
ust been put on the market capable of 
gratifying every wish that the happy 
r of the ‘'Preis-box’’ has inevitably 
n to feel. The successor of the 
box’’ is called the ‘‘Agfa-Billy- 
Originally it cost Rm.42 
)- But through radical simpli- 
mand mass production the price 
s been brought down to Rm.26. And 
tas. better—-any dealer will take 
k the old ‘‘Preis-box’’ at its full cost 
-—-Rm.4g—in part payment. 

















































































the “‘Agfa-Billy-Record’’ used 
‘tion with the new Agfa films, 
exposed snapshot pictures can be 
nin the dullest days of winter just 
eadily as in the bright days of 
mer. There are so few adjustments 
e made with this apparatus that it 
nost impossible to get a bad result. 
ychological importance of this in 
ship is immense, since disap- 
at the beginning makes 
beginner imagine that he will 
€e to get good results, 
Teal aim of Agfa is to sell 
cameras. Team-work with the 
tus makers has cleared away the 
1echanical obstacle to the sale 
graphic films. But the real 
of Agfa itself is its ‘‘Isochrom 
ilm 26 Scheiner’’. This new achieve- 
lent has just been put on the market 
Concurrently with the ‘‘Billy-Record’’. 
_ The sensitivity is twice as great as that 
Of the previously ideal film for the 
_ ''Preis-box'’. 
-o By the combination of the ‘‘Billy- 
_Record’’ camera, costing only Rm.26, 
_ and the new film, everything possible 
1m the whole range of photography is 
_ brought within the reach of the 
| amateur. The magazine ‘‘Photo- 
_ blatter’’ puts the knowledge and experi- 
ence of hundreds of experts at his 
disposal... | 
‘The first result has been a vast expan- 
on of the home market for the sale of 
rman film, the second increased possi- 
ilities of export, the third the reflex 
on the optical goods industries. 
rge proportion of those who learn 
use the simple camera become 
imiliarized with the basic principles 
optics, acquire better and dearer 














-related fields. 


cameras and finally become potential 
‘customers of optical industries serving 














CHECKS DIRECT 
MAIL MATTER 

Many firms employ outside agencies 
to handle their direct mail compaigns, 
and in such cases it is not always pos- 
sible to have a very close check on the 
dispatching. One manager reports that 
he always puts his own name on each 
mailing list so that he receives a copy 
of all matter sent out in just the same 
way as it will be received by others on 
the list. 

No matter how carefully publicity 
material is prepared its effect is largely 
spoiled if it is received in poor condition. 
By receiving copies through the post 
just as customers do the manager can 
see if the material is complete and 
properly packed and addressed. 


A NEW PACKAGE 
SEAL FOR COFFEE 


A glass manufacturer has developed 
a glass vacuum package for coffee, says 
Marketing, of Canada. His merchandis- 
ing programme includes the glass jar, 
the easy-opening cap which makes tight 
sealing possible, and the production 
machinery to fill and seal the jars. 

The difficulty to be overcome was 
sealing the container to retain the 
vacuum, yet make it easy to open and 
re-seal, A one-piece screw cap was de- 
signed which met all these requirements. 

Time in packing is saved with glass 
jars because it is not necessary to wait 
after grinding until the natural coffee 
gases, which bulge the tin container, 
have passed off. 

Filling equipment is leased by the 


glass manufacturer and it permits jars- 


of different sizes being manipulated at 
the same time. 


SAMPLE FIRES OF 
BRANDED COAL 


Branded coal is being sold for ‘the ary ki 
first time in Manchester, and. a novel il 
method of sampling is being 










he coal to consume 


‘name and address and the inside dimen 
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The colliery fi 


sions of the grate. y 
ked 


then delivers the sample fire, pack 
a basket ready to light by means of 
fuse attached to a firelighter embedded _ 
in the coal. The basket has a transpar- _ 
ent cover, not unlike cellophane, to- 
prevent coal dust escaping. sa SS 
The fire is available in various sizes — 
and shapes to fit all types of grates. A — 
good deal of experimenting was done — 
before a satisfactory ready-made. fire | 
was perfected. en 
The consumer is invited to place his- 
order direct with the firm, or through | 
his usual coal merchant. The coal is | 
branded “‘MCEMCEE”’, and the trade- _ 
mark is a sketch of a lighted fire. => 
Coincident with this offer, which will | 
be gradually spread over wider districts 
advertising is being used in Manches 
evening papers. a 




















USE ONE PRODUCT TO 
BOOST ANOTHER T 
The idea of using advertising space _ 
on one product to boost another is 
spreading. The plain surfaces of milk. 
bottle caps are used to advertise 
breakfast food with which milk can be 
used. Bread wrappers are used. to ad- 
vertise dairy butter, jam and honey 
Can you profitably tie-up any on 
your lines with an associated produc 
manufactured by another firm? . © 


HELPS SALESMEN 
TO SELL MORE > : 

A firm with a large and widely | 
tered sales force keeps them in tor 
with advertising activities by issuing 
each year a book, produced on the offi 
printing machine, in which it not onl 
describes its advertising plan fo 
future, but also discusses the sales pro 
lem and shows how each kind of adver 
tising is intended to meet a particular _ 
diffculty, Half way through the year _ 
a supplement is issued in which are | 
described any changes in policy and the | 
results of the first half year’s work. _ 





USEFUL PROMOTION MATTER | 
DOES MORE WORK | rae 

When you spend money on sales _ 
promotion literature, see that itis really | 
useful to the recipient. A firm of © 
brake lining manufacturers issues a _ 
motoring map. A foodstuff manu- 
facturer offers recipe books and. house 
hold management leaflets. A bird sé 
firm embodies its advertising in a 
let, by an acknowledged authori: 
the care of all cage birds. i 

Such matter is much more lik 
be kept by the prospect than the 












tues in (to the reader) exag 
ge, and state its pr 
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MODEL HARDWARE STORE 


THIS 


IS 


Helping Shops to Sell More 


By Ernest A. DENCH 


etailers are urged to 
keep their respective 
businesses abreast of 


progress. 
Do the trade associations 
sponsoring such advice 


always practise what they 
preach? It is a simple 
matter for an association 
official to pass out plenty 
of “Do this’ and ‘Do 
that’’ instructions, but 
without the ‘‘How’'’—the 
object lesson—it is like a 
ship at sea without navi- 
gating instruments. 

It is even more import- 
ant for an association than 
for an individual retailer 
to take the leadership, 
because the trade looks to 
the former for guidance. 
The officials may be top- 
heavy with legislation acti- 
vities—some of which are 
destructive, because, if 
they are fighting trade 
trends, that will come to pass regard- 
less of formulating laws to oppose 
them. If, for instance, chain stores are 
about to gain the upper hand, the 
passing of destructive laws is only a 
temporary setback. There is always a 
loophole in every law. Far better to 
make the independent stores so wonder- 
fully efficient that the public finds there 
is little difference to choose between 
them and the chains. After all, it is 
the public that unconsciously wins these 
legislative battles. It will spend its 
money where it can do so to the best 
advantage, when service, personality, 
delivery and stocks are duly con- 
sidered. 

I am prompted to emphasize these 
points after noticing the recent enter- 
prise of the Retail Hardware Associa- 
tion, in Chicago, whose secretary in- 
forms me that: 

“Our association has long felt the 
need of some plan to educate retail 
hardware men in modern merchan- 
dizing and display methods. We found 
it difficult to convey our advanced 
ideas by blue prints and printed in- 
formation. We had to go back to the 
schoolroom and attempt to dramatize 
the problem. 

“Questions we are asked daily are: 
‘How can I modernize my stores?’ 
‘What window display policy would you 
advise?’ 

“We presume that every retail 
association is much in the same boat as 
ours, so instead of dictating replies or 
sending elaborate printed instructions, 
we decided it was time we justified 
being regarded as a model. We would 








Retail Hardwaremen in Chicago had 
the same problems which beset Hard- 
waremen here. They wanted to sell 
more goods, wanted to improve their 
shops, make more effective window 
displays, create more interest among 
their customers. They asked their 
Trade Associations to help. Here is 
the plan the Association developed as 
that giving the most practical and 
quickly adaptable help. It was des- 
cribed to our contributor by Jj. C. 
Amis, Secretary of the Chicago Retail 
Hardware Association, The above 
illustration is one of the specimen 
windows at Headquarters dressed by 
the Association to provide ideas for 
local traders. 





show them just what can be done to 
make a model hardware store up-to- 
date in every particular. We would 
build a modern hardware shop as a 
model. It is now complete. Each 
member can visit it, examine the layout 
and displays to determine what features 
he can apply to his own store. 

“All this shop lacks is customers, but 
in all other respects it is a living store. 
Our headquarters are in Chicago's Mer- 
chandise Mart building—a skyscraper 
dedicated to wholesaling and manu- 
facturing. It is a building which every 
retailer visits when in Chicago on a buy- 
ing trip. 


"This did 
not see the light of day 
without a lot of behind- 
the-scenes work. A large 
local trade house offered to 
supply and equip the store 
with the newest fixtures, 
such equipment to be 
periodically changed. 

‘The next problem was 
that of stocking the pre- 


model store 


mises, We invited the 
co-operation of hardware 
manufacturers. It is now 


a well-stocked shop, for we 
received the full support 
of most of the manu- 
facturers of standard items 
sold by retail hardware 
stores. 

“The interior layout is 
100 per cent open display. 
The tables are temptingly 
arranged to give a shop- 
per every opportunity to 
see and handle the mer- 


chandise. 
‘This model store has two show 
windows, built according to the associa- 
tion’s specifications. A _ fortnightly 


change means one new display a week, 
since we dismantle the windows on 
alternate weeks. One window features 
a specific manufacturer's line, including 
his own display helps, and is installed 
by the manufacturer's salesman. This 
is an object lesson to those handling 
such goods in how to display them to 
the best advantage. We give the manu- 
facturers a fair show—each gets a dis- 
play in turn—and we are booked up 
months ahead. 

‘‘The association's pet project is the 
second window. We engaged an expert 
display man to work out a year's 
schedule of hardware displays, one of 
a seasonable character for each week. 
Each display carries a set of framed 
show cards—one big one expressing the 
idea, such as ‘August Clearance Sale’ or 
‘Modernize the Home Laundry’, and 
smaller ones describing each product in 
a ‘tie-up’ with the main idea. 

‘‘These show cards and price tickets 
are supplied to members at a small 
charge. They are ready for use except 
the insertion of prices. Each member 
receives weekly a photograph of the 
suggested window display for the 
following week. With it goes a simple 
instruction sheet, but there is nothing 
hard and fast about the layout—the 
retailer can adapt it according to the 
merchandise in stock. We find it is 
filling a genuine need, for approximately 
only 65 per cent of hardware retailers 
give sufficient attention to their window 
displays. 
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Cuts Out Waste 


by ARNOLD HART 


General Manager, Hart, Stevens & Co. Ltd. 


ompetition is so keen in the 
E engineering industry—and for that 

matter, I suppose, in almost every 
industry with very few exceptions 
to-day—that waste of any kind cannot 
be allowed. Yet waste in production 
is inevitable unless there is some 
efficient progress scheme at work which 
ensures an ever-ready supply of the 
right materials, maintains a steady, 
unhalting movement of work through 
the shops, and checks any tendency to 
waste effort, ineffective use of machines, 
tools, and so on. 

Because we feel that we have per- 
fected such a system up to a high point 
of efficiency, as proved by its working, 
this article is written in the hope it may 
give serviceable ideas to manufacturers 
similarly placed. 

We produce two hundred motor 
pumps a month, and employ anything 
from six hundred to a thousand work- 
people. To take care of the progress 
side we have a single small office— 
situated in the works, which point inci- 
dentally is most important—equipped 
with a planning and progress board, 
output charts, stock card files, a couple 
of desks and manned by two or three 
clerks. 

This, we find, is all that is necessary 


for the department, so it cannot be 


considered grandiose or expensive. 
Now to the detailed working: All 
material required is requisitioned by the 
progress department on the purchase 
department, and the shop is then ready 
for production. It is here that material 
specifications are useful as M.C.I. and 
stampings can be first urged, as these 
need the longest time for delivery; then 
all other rough material in the order 
that requires machining, and lastly 
pressings and the bought out material. 
As the material is delivered, it is 
entered in the goods received book in 
duplicate, one copy of which is for- 
warded to the progress department, 
which enters all the material to the 
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stock cards, subse- 
quently passing copies 
to the office. 


foundry or the stamp- 
ing shops are also 
duly entered on the 
stock cards. 

The issue of work 
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to the shop is the 
next consideration. 

A complete list of 
parts required for one 
month's output is 
entered on a “‘shorts 
list’’, and from the 
stock cards an issue 
list is compiled giving 
the part number, des- 
cription, quantity in 
batch and also material. This issue is 
passed to the clerk who writes out the 
component cards, a copy of which is 
shown in Fig. 1. The component order 
card gives a concise list of the opera- 
tions, showing the numbers of machines 
to be used on the work. It is prepared 
in duplicate, one of the copies going 
round with the work, and the other 
being filed in the planning office. 

Other cards, which we call ‘‘piece 
cards” (in triplicate), Fig. 2, are made 
out for each operation, which are issued 
in order. Two of these go into the shop, 
one is filed in the planning board, of 
which more later. When each operation 
is completed and amount ‘‘O.K.’’, the 
operation is checked by a viewer, who 
signs both piece cards, and also enters 
the amount of scrap. One card is then 
given to the operators as a check on 
wages, and the other returned to the 
progress office. Where necessary, de- 
tails are filled in on the copy of order 
retained by them, and then the card is 
forwarded to the costs and wages office. 

All this probably sounds a long job 
as it is described, and there may appear 
to be a lot of record making and 
writing. But actually it is quite simple 








Top, Fig 1. Lower, Fig. 2. 
These two cards are the 
basis of a simple system 
which not only 
detailed records of all 
stocks, but also states the 
exact quantities in produc- 
tion and the states of each 
article in production. 
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and routine, and it is managed easily 
by two clerks—one issuing, and one 
keeping card records, charts, and so on. 

Often a method which appears on the 
face of it to be more simple, and consti- 
tutes less work, in practice gives more 
trouble than another idea which at first 
sight seems more complicated. The 
work must be visualized as a whole, 
and its component sections planned, not 
with the idea of simplifying each, so 
much as making the whole operate 
smoothly and uniformly. 

Our progress department, as it is 
now constituted, not only has complete 
and detailed record of all stocks, but 
also can state the quantities in produc- 
tion, and, what is more, tell the exact 

(Continued on page 31) 
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Branch Correspondence Control 


IS FOOLPROOF, AUTOMATIC 


AND USABLE BY ANYONE 
By C. H. COSTELLO, A.C.I.S., A.C.W.A. 


or those executives whose ambition 
is ‘Branches in all the principal 
cities . . ."’ the problem of an ade- 
quately controlled system of filing cor- 
respondence will sooner or later arise. 
To be able to say, after a two years’ 


_ test that such a system hes ‘“‘worked”’ 


from the outset in a large and busy firm 
is no mean recommendation, and one 
which justifies an account of how the 
problem was tackled. 


First We Had to Find 


_ the Facts 

A preliminary review showed that 
the elements of the problem were: first, 
to analyse the material to be handled; 
second, to decide what moua be re- 
quired of the system. 

A study of the material sonbiad it to 
be divided into three groups: (1) corres- 
pondence on features common to all 
branches; (2) correspondence on import- 
ant topics peculiar to each branch; (3) 
miscellaneous correspondence not read- 
ily divisible under one of the above 
heads, and general information. 

The requirements were that preceding 
and following correspondence to any 
letter be instantly forthcoming; and 
that, given a broad subject heading, 
everything relevant to that subject 
could be produced. 

The system had to be organized on 
such common-sense lines that one was 
not for ever dependent upon the special 
knowledge of the filing clerk. 

Having thus cleared the ground it 
was evident that the primary classifica- 
tion must be geographical, for the first 
question was always: ‘‘Which branch?”’ 
and then by subject matter, in answer 
to the question: ‘‘What’s it about?”’ 


This Simple Equipment 
was te sufficient 
To reduce th and avoid elabora- 


tion standard 4-drawer filing cabinets. 


were installed and a supply of heavy 
manilla folders in distinctive colours 
obtained. 

The folders were made 15 by 9 inches, 
to take papers up to foolscap, in 


envelope form with a pocket 6 ins. deep 
to retain the inner folders. The manilla 
was crimped at the fold to enable 
expansion up to I inch in thickness. 
Plain double sheets of thinner manilla 
were also provided in the same colours 
for sub-divisions by subject under the 
main heads. 

The geographical code was devised by 
listing all the branches in alphabetical 
order and taking the initial letter and 
a consonant giving a mnemonic indi- 
cator of the name, thus—LS=Leicester, 
LN=Lincoln, etc. These letters were 
stencilled in black on the top edge of 
the folders followed by a number, thus 
—LS/9. 

The coding of the material under 
main and sub-headings was next under- 
taken. The classifications common to 
all branches were first set down and 
numbered. This meant in practice that 
file number one contained correspond- 


+o 


This system is applicable to 
any business having branches, 
agencies or subsidiaries to 


control. It offers— 

1. The economy of simple equip- 
ment. 

2. Accessibility by any person with- 


out recourse to filing clerk. 


Quick identification of files by 
colours. 


4. Complete link-up with subject and 
personnel. 


5. Speed in filing and reference. 
6. It is practically error-proof. 
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ence on, say, “‘Office Accommodation” 
whatever branch was in consideration. 

Then the important topics peculiar to 
each branch were set down. It was 
decided that miscellaneous items could 
best be dealt with by having separate 
files labelled ‘‘General’’, with designa- 
tion GEN, to avoid confusion with 
GN =Guernsey. 

It was more difficult to determine the 
sub-heads for each file. The correspond- 
ence and papers in hand were examined 
and grouped as far as possible, but there 
were still a number of letters dealing 
with two or more subjects. Of these, 
duplicate copies were made for inclusion 
under the several sub-heads and eventu- 
ally the whole of the correspondence 
was sorted under some main designation 
and a sub-head—the sub-head subject 
being, of course, plainly set out on the 
inner folder. 

At first a set of ‘‘base’’ cards on 
which were listed the main heads was 
prepared for each person needing to 
refer to the file. But the system soon 
outgrew this general plan, and a more 
accurate means of identifying the con- 
tents was required. 

This was found in a simple book-form 
card index of 150 ruled cards. This 
index was of the visible type with about 
fin. of each card overlapping. These 
cards were arranged to correspond in 
colour with the folders in the cabinet 
to which each referred. 

On the visible edge of the card the 


‘main heads were typed, with the code 


initials of the branch and the file 
number to the left. 

On the card itself was recorded all 
the sub-heads grouped under that 
designation. Thus by merely flicking 
over the cards the whole correspondence 
of any one branch could be reviewed 


(Continued on page 26) 
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How Much Time 


is Wasted 


In YOUR Office? 


By A. C. HERBERT 


ew employers recognise how much staff 

F energy is lost in the daily routine. 

Here are a few points, generally over- 
looked, which, if considered, will result 
in so much extra ‘‘staff-power’’, looked 
at another way, a reduction in overhead 
costs. 

Typists should always have some kind 
of a copy-holder adaptable for the needs 
of their work. The number of times the 
neck has to be twisted by the average 
i aapa working without a copy-holder not 
only wastes time directly, but also wastes 
it indirectly because of lessened output 
due to the bodily fatigue which it causes. 

I have frequently watched inspectors 
who were comparing addresses. They 
will often have the work in two separate 
piles at least a foot apart. This necessi- 
tates a twist of the head many thousands 
of times a day. By moving the two piles 
of work closer together, the same work can 
be accomplished by simply shifting the 
eyes, which is far less fatiguing. 


s a rule, the employer leaves the em- 
A Poya to choose his own method of 
oing his work. The results are 
often bad. I have, for instance, seen girls 
enclosing letters at the rate of fifteen 
hundred an hour, working alongside of 
girls who were enclosing two hundred an 
hour. It pays in any office to spend 
plenty of time teaching employees the 
most effective way of doing things. 
Expert card filers have a simple little 
trick of taking out a few cards from the 
place where the card they are seeking 
ought to be. Then, with a simple rapid 
downward movement of the thumb, which 
is hard to describe in words, they locate 
the desired card in less time than it takes 
to tell about it. Inexperienced filers will 
run their fingers over the tops of the cards, 
looking at first one and then another, 
separating the cards with a finger nail. 
This method accomplishes less than one- 
fifth the work accomplished by the former 
in a given time. Yet, in almost any office 
where the problem has not received special 
attention, you will find this latter method 
in operation. 
en papers or letters are to be filed 
away, they should be properly sorted in 
the beginning, either alphabetically or 
numerically. This saves much more time 
than it takes to sort them direct into the 
files. The same principle can be adapted 
to many kinds of work. If it is necessary 
to look up certain items in a card file, for 
instance, it nearly always pays to sort the 
work first. Yet it is seldom that you 
find clerks carrying this idea out com- 
pletely, for they usually wish to begin 
the ‘‘real work” as soon as possible, conse- 
quently, they dodge about all over the 
file, often moving from one cabinet half 
a dozen times, and so wasting valuable 
time. 


gain, many operations can be divided 

A so that one motion is performed a 

number of times in succession, This 

will usually increase the speed, and should 
be done wherever possible. 

In one case, opening mail, the work 


which followed the cutting of the envelopes 
with a machine was as follows: 

1. Letters taken out of envelope. 

2. Envelope pinned to papers. 

3. Money, if any, detached and put 

away. 

4. Rubber stamped, and amount of 

money marked with a pencil. 

5. If no money was enclosed, this stamp 

was used: ‘‘No money enclosed’’. 

This method was thorough enough, but 
it was necessary with each letter to pick 
up the rubber stamp, lay it down, pick 
up the pencil, mark and lay it down, The 
output was eighty letters an hour. 

By omitting, at the time of opening, 
the rubber stamping of the letters which 
contained no money, and by laying these 
all in a basket and stamping them at the 
end of each mail, the output was increased 
to two hundred and fifty per hour. This 
new method was taught to all mail-room 
employees, and in a few days all were 
working at the higher rate of speed, with 
the result that the mail was ready for 
attention soon after it arrived. 


tardiness and absence. One office 

manager has adopted an interesting 
plan for his staff. All employees who have 
not exceeded the allowed small margin of 
lateness or absence during the week gets 
his or her wages direct from the cashier's 
office. But the envelopes of any of those 
who have exceeded the limits are passed on 
to the private office of the manager, where 


M any plans are in use which cut down 
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they have to be called for, personally, by 
the respective employees. These employees 
must be able to explain their delinquencies. 

Of course, sickness, injuries, traffic 
disorganisations, etc., are given proper 
consideration, but lame excuses ‘‘don’t 

With this plan in operation lost time 
was reduced to a minimum. Employees 
did not relish going up for the ‘inquest’, 
as they soon named it. 


n departments where many girls work 
together it is well-known that gossip 
wastes a good deal of time during every 

working day. In one big organisation 
where there was a large central typing 
department, the girls and their machines 
were arranged near to the walls along 
each of the two sides of a long room. 
Between every girl a light partition was 
put up so that the cubicles so formed 
looked like horses’ stalls, open of course, 
in front. 

When filing cabinets were placed down 
the centre of the room, the combined 
arrangement pretty well cut off all com- 
munication between the girls. At least, it 
made casual conversation much more diffi- 
cult and so very much more reduced the 
amount of time wasted by this practice. 

This idea could be adopted in almost 
any department where many girls, especi- 
ally juniors, work together. 


a ¢—_ - ~ — 


MAKES FILING EASY 


n one large firm it was found that filing 
| cabinets occupied a tremendous amount 

of space in various departments and 
that despite the full-time services of eight 
filing clerks departmental matter for filing 
often accumulated unduly and became 
difficult to find in a hurry. 

One week when the filing accumulations 
were particularly bad the office manager 








It Gets More... 


And ee! not? The average executive spends by far the most of his waking hours in his office. - 
t 


Apart a 


ogether from æsthetic considerations, however, today’s office equipment offers 


efficiency as well as refinement. The panel lighting, the wall decoration, the neat clock 
under the reading lamp on the small table and the general air of quietude in the office on 





OFFICE PRACTICE & EQUIPMENT 





made an examination of it and found that 
not only were executives holding on their 
desks and in drawers papers and docu- 
ments which they should long ago have 
passed on, but a whole heap of matter was 
being passed out for filing which was quite 
worthless and need not be kept at all. 

To straighten out this tangle he drew 
up ‘‘a set of rules to govern the handling 
of all correspondence’’. These rules were 
circularized to every executive and also 
published, in large type, in the company’s 
House Magazine under the signature of the 
managing director. The rules were :— 


1. Retain nothing in your “‘in’’ box 
except papers to which no one else will 
need to refer. 

2. Do not pass for filing unimportant 
matter which has completely served its 
purpose, it only encumbers the files. 


3. Return promptly for filing all 
correspondence and folders removed 
from the files for reference. Be sure to 


replace in a folder all the correspondence 
it contained when you received it. 

4. When possible get the filing clerk 
to procure letters from the files for you. 

5. Do not return letters or folders to 
the filing cases. This is to be done by 
the filing clerk exclusively. 

6. Deliver a complete folder to any- 
one wishing a letter unless the letter is 
in the miscellaneous folder, in which 
case deliver only the letter requested. 

7. When a complete folder is re- 
moved put an “‘out’’ guide in its place 

8. When a letter is removed from a 
miscellaneous folder put an ‘‘out’’ guide 
in its place, making the indicated nota- 
tions on the guide. 

9. Check up once a day on all letters 
or folders which you have out of the 
files for 48 hours or more. 


These simple rules resulted in a sub- 
stantial speed-up and an easing of work 
in the filing departments. 
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By 
E. T. DENYER 


Both ends of any "phone conversation automatically recorded 


No More The Alibi 
‘© | THOUGHT 





n indication of how modern equipment 
A speeded up and reduced the possibility 
of errors in communication between 
the various offices and departments of a 
business was given last month. I want 
now to mention one important develop- 
ment which, though not a direct instru- 
ment of intercommunication such as the 
telephone, is, nevertheless, an important 
adjunct to the telephone, both to the 
“house” and the G.P.O. installations. 
This new development is virtually three 
instruments in one. It can be used as an 
ordinary dictating machine; it will record 
and reproduce both ends of any telephone 
conversation, and it will record and re- 
produce the conversations at a conference 
or any other business meeting. 
As we are concerned with intercom- 
munication we will first regard the instru- 


the left is infinitely more conducive to successful thinking and planning than the atmosphere 

of what was, till lately, considered proper for an office. Ontheright isa more detailed view 

of the efficient simplicity of the modern desk for the executive. In austerity the chromium 

plated steel contrasts with the heavier style on the left but both are typical of today’s 
demand among executives for really fine equipment. 





You Said ‘So and So’ 


over the phone” 


ment and its applications to this sphere 
It is, of course, concerned with the record 
ing of anything spoken (both at the trans- 
mitting and receiving ends) over either the 
house or the outside telephone 

On the desk of the executive stands the 
control station and microphone if he 
wants a telephone conversation recorded 
he need only press a button on the control 
station and then carry on in the ordinary 
way. There is no connecting up to do and 
no necessity in any way to alter the normal 
mode of speech. The instrument auto- 
matically records on a steel strip, the com 
plete conversation. This actual conversa 
tion can then be reproduced at any time 
either for a secretary to type; for the 
executive's reference; or to settle any point 
over which a query might arise as to “who 
said what’’ over the ‘phone 

It is so easy, in the case of telephone 
conversations, particularly in long distance 
or foreign calls, to misinterpret a word or 
figure. Expensive legal actions have arisen 
out of just such misunderstandings. But 
with this automatic recorder there is no 
avoiding responsibility for what was 
spoken, both speaking ends are recorded 

Where legal business, technical matter 


financial operations, etc., are dealt with 
this is a great safeguard. Where “house” 
conversations are dealt with, the perman 


ent record ensures that no employee can 
avoid responsibility for instructions given 
over the ‘phone by denying the facts of 
a message. 

As a purely dictating machine the in 
strument has an advantage in that the 
dictator has no part of it to hold in his 
hand. He just depresses the proper button 
on the control station and can then talk 
naturally. He can sit at his desk with 
hands free to manipulate papers or he 
can walk about the room as so many 
dictators love to do. The microphone 
silently picks up his dictation wherever he 


is in the room. He need feel no con 
sciousness of having to talk ‘‘at’’ anything. 
The same occurs at a conference. The 


silent records everyone's 
speech. 

The recording is done on a steel strip, 
of which there are three miles, giving a 
fifty minutes’ run at one ‘“‘charge’’. The 
strips can then be filed or cancelled and 
used over and over again. 

For transcribing dictatioh or any other 
matter a typist plugs in her earphones and 
runs the strip over at any speed she likes, 
controlling it with a foot-pedal, repeating 
anything she did not quite catch. 


microphone 










was now working and 
w refinements to make 
adequate to the pur- 


~ í m th ‘the S \ystem was 
Set Working 


o A memomndum detailing the objects 
and method of working the new system 
was drawn up and circulated. Typists 
were instructed. that the department 
d reference must in future always be 
juoted and, where it did not appear, 
ey should ask for a classification 
nber, 
her very important step was to 
branches that a new filing 
1 been adopted which re- 
each letter written should 
h one subject only, Secondly, 
ach letter should have a subject 
ing. Thirdly, that the filing refer- 
ch was now quoted on all out- 
ers, should always be specified. 
-as this procedure was 
coming replies automatically 
up with the branch and file 
; whilst the standardized sub- 
ing enabled the immediate 
tion of the sub-heading folder in 
i he actual Nepean een was to 











































































new topics, having no file 


l rrespondence had taken 
ad the first step in these 
yas to decide upon a classi- 
i o mark the letter accord- 





ew Refinements Which 
Were Useful 

efinement was to precede the 
eference with the initials of the 
dividual. dealing with the matter. 
his: enabled replies to be handed 
directly to the persons concerned who 
might still have the folders in their 
possession. The time spent on tracing 
previous correspondence was reduced 
in this way to a minimum. 

_ As far as possible also branches were 
allocated specifically so that certain 
: individuals became authorities on the 
s of those branches. 





by an individual other than the writer, 

y that not only are any errors detected 
but ambiguity in wording is avoided. 
yi the checker gains a 
insight into the affairs of 
s other than those he controls. 


taking a second carbon copy of 


ese carbons are filed 








l upon } _by go 
through | these. conse files, dis- 
cover what matters have arisen during 
his absence and how they were dealt 
with. Moreover, an independent means 


] All outgoing letters are now checked - 


pon a distinctively. pone g 






ogical « order by branches in. a : 
umstances. they... 


nena eee cere one 


How BUILDING 


as scat eel 
“common-sense. practical meth 
‘ensure by their very nature an acct 






that is almost automatic. 










SOCIETIES Help 


to Improve Business 


By WILLIAM BUSS 


contented and secure home life re- 

flects favourably and directly upon a 
man’s business activities. In the old 
days employers did not take a great 
deal of interest in the private lives and 
conditions of their employees, but of 
late years leading business men have 
emphasized the importance they attach 
to their employees being able to lead a 
tranquil and secure home life. 

Especially is this so in the case of 
young and promising executives whom 
they hope will throw their whole ener- 
gies into their work for the firm. Ifa 
man of 24 or 25, for example, is married 
and owns his own house, there is noth- 
ing to prevent him giving his whole con- 
centration to the affairs of his business. 
It is for this reason that the Building 
Society movement is viewed with such 
favour by so many employers. They 
recognize that here is a means by which 
not only their young executives can 
quite easily secure their own houses, but 
also by which their works and other em- 
ployees can enjoy the same substantial 
advantage. 

“I have seen several promising young 
men lose opportunities for advancement 
through the worries and uncertainties of 
their home life,’’ the managing director 
of a large firm of manufacturers told 
me. “I have at the moment five or 
six young men carefully selected from 
many applicants for higher positions, 
who, I believe, are going to develop 
into first-class business men, and whom 
I trust I shall be able to keep in my own 
business. Two of these young men are 
still living at home, but three of them 
are happily married and are buying 
their own houses with the assistance of 
Building Societies. 

“In each of these three cases they 
took this step after a private talk they 
had with me on the subject. I pointed 
out to them that there were great 
opportunities awaiting them if they 
would devote their whole time, atten- 


|’ ig generally recognized now that a 


tion and concentration to their jobs. I 
invited them quite frankly to tell me 
their home positions, and within a few- freedor 
reeks. of these talks each of, them o yer: 













































made for the buying of these houses 
over a number of years. 7 
“In no such case would I think 
offering financial assistance, neither 
I think such young men would accept 
it. I merely point out to them that the 
less worry they have at home the bette: 
they are able to do their jobs. I ask 
them if they “have gone fully into + 
advantages of buying a house thr 
a Building Society; and if they ha 
not, I suggest they get into touch v 
one immediately.’’ E 
This is but a typical example of ‘wh 
many leading business men. fee! 
cannot expect to get the. best. wo 
of a man while he has home wort 
It is, of course, impossible for a youn; 
man, these days, to purchase a hous: 
at once and pay cash down for it 
fortunately there is no need for 
It is only necessary to satisfy. the sim 
conditions of a Building So 
acquire any reasonably-si ized 
new or otherwise, in any. di trict 
the country. oe 
The Building Society movement 
fact, occupies a prominent place a 
the financial institutions of this 
try. Its history is a long record of | 
tinuous growth and prosperity, 4 
day the Building Society may be 
without exaggeration, to be the hub a 
domestic finance in this country... 
The earliest form of Building Society 
can be traced back to the late 18th cen- 
tury, and by the middle of the roth 
the movement had gathered consider- 
able momentum. Their activities, how- 
ever, were comparatively restricted, and __ 
the public as a whole were unaware of _ 
the distinct advantages offered by the __ 
purchase-by-rent plan. ee 
After the War, when dwellings were. 
difficult to secure and a new spirit o 
independence had manifested itself 
Building Societies came into their own 
To-day they are a striking feature. 2 
the economic life of this country, a 
their popularity is well proved. by 1 i 
vast number of people who have: for 
-books and now enjoy. 
- independence of house 
The total amount adv 
b Building Societies 
TON pee aR £90 
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AND THINK IT OVER. 


TI yt. 2 BOOK 


Does this represent 
YOU? Every Busi- 
ness man should be 
a FREE man. 


It is cheaper to buy than 
to pay rent to someone 
else | 





There are many bargalns 
in houses to-day and loans 
cost less than ever. A 
cheap, generous advance 
from the C.E.B.5. on any 
house In London or 
Home Counties makes 
you a House Owner. 
Fixed repayments (which 
may be no more than the 
money you now waste In 


Phone (Mansion House 6927) or write for rent) for a few years and 


descripirye booklet Io. 180 PON foes fom then “all clear.” To 
ensure no regrets— 


DO NOT OVERLOOK THE 


CHURCH .f ENGLAND 


TEMPERANCE & CENERAL PERMANENT 


BUILDING SOCIETY 


26 KING WILLIAM STREET, LONDON, E.C.4 
The C.E.B.S. has 48 years’ sound reputation. 


Fanfold’s 
Labour Saving Stationery 


Systems 


SPEEDOFORM 45k us to prove to you 
that we can save you 
FANFOLD 


£1.6.8 on every 1,000 
sets of “Multiple” forms 
TRANSKRIT 


completed in your office. 


To achieve such savings it is not necessary 
to invest in expensive oe ment. No 


new equipment is required, for example, 
for Transkrit—the fastest system of typing 
(or writing) Multiple forms—lInvoices— 
Works’ Orders — Travellers’ Orders — 
Receipts, etc., etc. 


Write for further particulars, enclosing specimen 
of your present form to 


Saole, 


NORTH CIRCULAR ROAD, LONDON, N.W,2 
Telephone: GLAdstone 5477 
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Over £16,618,000 
was advanced last 
year by the Halifax 
Building Society. 


a . 
H 


BUILDING 


P 


or BUYING 


There were never better inducements 
to property purchase than are avail- 
able to-day. The cheaper building 
costs, the reduced rates of interest to 
Borrowers, and low repayments 
through the Halifax Bullding Society 
make House-buying the Ideal form of 
investment. 


Large sums are available for immediate 
loans on approved properties. At the 
present time over 166,000 Borrowing 
Members are being assisted to complete 
ownership through this famous Society. 


ASSETS EXCEED £88,000,000 


HALIFAX 


THE WORLDS LARGEST 


BUILDING SOCIETY 


Head Officas General Manager 
HALIFAX Sir ENOCH HILL 


LONDON DISTRICT OFFICE 
124, CHARING CROSS ROAD, W.C.2 
OVER 360 BRANCHES 
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IF YOU USE 
THE RIGHT BAIT 


In the bigger game — angling for 
business-—you must be just as care- 
ful to choose the nght bait Use 
photographs, they penetrate the deep 
waters where the big fab are waiting 
to bite. Get im touch with the 
Wallace Heaton Service and learn 
how guickly, economically and 
photographs can be 

Phone Mayfair 4484. 


BATT YOUR ADVERTISING WITH 


PHOTOGRAPHS BY 


Wallace Heaton Ltd. 


STUDIOS: 30 AVERY ROW, W.I 
Just behind 119 NEW BOND ST., W.I 





ON PAY DAY 


USINESS houses are eliminating un- 


leasant ¢ disputes b employing 
LANCA TER’S NEW PA 
WALLETS—vthe really fc pay envelope. 
Employees can check their money—even 
handle their notes, without extraction and 
without tearing the wallet. 
sale is Coodt; mae a O 
checked without opening; ing being 
absolutely secure and permitting of wages 
being made up and sent any distance with- 
out risk. 
Yet LANCASTER pay wallets are with 
practice speedier than the ordinary trans- 
e envelope because notes need not 
folded. 


Fres sample Wallets 
and Prices on request. 


LANCASTER BROS. & CO. 
Cash Bag and Envelope Specialiste 
Shadwell Street 
Birmingham 4 








aan sai k> 
„a nE ai 

Py dogs 
r . . 

s ` tet ia ade, 


* i co he j TEN, ae 


* F ` < A kis a 


t 
z 4 

« ime n 

= al a 


BUSINESS for AUGUST, 1933 


£5,000 
PER ANNUM 


SAVED—Without Wage Cuts 


By CHARLES T. ROSS 


General Manager, Rose’s 


save £1,000 per annum that we 

recently discovered how to effect a 
saving of £5,000 a year without reduc- 
ing our staff, impairing our high stan- 
dard of service, or in any way curtail- 
ing the natural course of business. 

The investigation which opened the 
economy campaign showed that wages 
topped the ‘‘outgoings’’ bill, reaching 
a weekly total of £650. Of this 
amount about £400 was earned by the 
two hundred girl counter assistants, and 
the remaining {250 by departmental 
heads, the office staff and the store and 
delivery men. 

There was no room for staff reduction 
and the management was all against a 
wage cut, but ıt was felt that the wage 
bill had to come down in one way or 
another. If only twenty pounds a 
week could be saved it would mean a 
thousand pounds in the course of a 
year’s trading. 

In the end a means of saving more 
than twenty pounds a week was found. 
By a bold move and the putting down 
of {1,500 in capital, a weekly saving of 
{100 was made, which, by the end of 
the first year, will show us a saving of 
£5,000. 

Finding an empty block of buildings 
in a quiet part of the town we had 
them converted into a modern and 
comfortable hostel, complete with every 
convenience, including a well-stocked 
library, lounges, a concert hall, and a 
games’ park. This hostel was placed 
in charge of a 
motherly but eff- 
cient ex - hospital 
matron and arrange- 
ments were made for 


|: was after an economy campaign to 











One idea, 


Provincial Drapery, Ltd. 


varying from seven and six to fifteen 
shillings a week. 

The one doubt the directors had 
felt as to the girls responding to the 
idea was soon dispelled when the 
scheme became known. In only 
about a dozen cases did family reasons 
prevent a girl accepting our “‘living- 
in’’ offer. The majority seemed to find 
the hostel very much to their liking and 
contributed to its economical running 
by looking after their cubicles them- 
selves, and assisting with the meals and 
the general running of the place. The 
matron found a number of girls willing 
to assist her, and was thus able to run 
the place with very little ontside help. 

Through living together it was soon 
found that the girls worked better 
together. No arbitrary restrictions were 
placed upon their movements out of 
business: hours, and any organizations 
they cared to create among themselves, 
such as a drama league, were fostered 
and partly financed by the firm. 

The result of the whole scheme is 
that where the two hundred girls were 
previously paid £400 a week in wages, 
they now receive about {100 in pocket 
money. It is worth noting that this 
pocket money actually allows them 
more to spend as they please than the 
wages they previously received, most 
of which went on their keep and their 
clothes. 

The Matron’s expenses for running 
the hostel come to well under £200 a 
week. Although she provides the best 
food, she is able to 
buy in bulk at 
wholesale prices, 
while by paying 
cash she obtains not 


plus the 


practically every one only the keenest fig- 
of our two hundred cour ag e to make ures but all possible 
girl assistants, whose discounts as well. 
ages ranged from an outlay of Linen and many 


eighteen to thirty, 
to move in. Once 


£1,500, made this 


household goods she 
can obtain at cost 


in the hostel, we from the drapery 
became responsible Year | y economy iter. 
for their lodging, Thus we shall 


board and clothes, 
and alowed each 
girl pocket money 


possible 











make an annual sav- 
ing of £5,000 by the 
one idea alone, 


BUSINESS TREND 


(Continued from page 18) 


Customs receipts for the past quarter 
are up by £3,166,000 in comparison with 
the same period last year. 

The Post Office reports a record profit 
for the past year. 

There ig a growing demand for iron 
and steel, and a better market for fin- 
ished products. During the first six 
months of this year nearly {£300,000 
more orders have been booked by the 
English Steel Corporation than in the 
same period last year. 

The Ministry of Transport reports 
that six months’ receipts from road 
vehicle licences total £291,253 more 
than a year ago, and newly-registered 
vehicles have increased by 7,260. 

Railway passenger journeys in April 
increased by 4,487,889, and passenger 
receipts by £725,671, as compared with 
April, 1932. Railway traffics and re- 
ceipts are showing a decided upward 
trend, and have not really looked back 
since the beginning of the year. 

In the ten years since 1922 the pro- 
duction of motor vehicles in Great 
Bntain has grown from 73,000 to 
232,000, or more than trebled. The 
industry is now supreme in the home 
market and contributes handsomely to 
the balance of trade. Both its home 
and export trade continue to improve. 

Figures recently issued by the Board 
of Trade show that 646 new factories 
were opened ın this country last year, 
giving employment to 44,750 people; 
166 existing factories were also ex- 
tended. 

More new companies, both public 
and private, were registered during the 
first six months of this year than for 
the last four years. 

What is said to be the greatest econo- 
mic development in Britain since the 
war is the decision of Imperial Chemical 
Industries, Ltd., to erect a {2,500,000 
plant for the production of motor spirit 
from coal. The Government are back- 
ing the scheme by guaranteeing the 
petrol a preference of fourpence a gal- 
lon. It is estimated that the first plant 
will consume 350,000 tons of coal a 
year, produce 30,000,000 gallons of 
petrol, and give work to 14,000 men 


These New Industries are 
Making Employment 

But the favourable trend does not stop 
there We have often said that the new 
industries are gradually redressing the 
balance of the old. Three more can be 
added to the list The production of auto- 
matic machines has grown into an estab- 
lished industry. Thousands of people are 
now engaged m London making automatic 
machines for the rest of the world. The 
majority of the penny-in-the-slot machines 
throughout the world are British, and the 
industry is growing every day. How fast 
can be gauged by the fact that several 
million pounds were spent in automatic 
machine purchases last year and that the 
Post Office now has over 40,000 telephone 
booths which require coin collecting 
boxes 


(Continued on page 32) 


word. 


Send for particulars— 


GLEDHILL-BROOK TIME RECORDERS 
38, Empire Works, HUDDERSFIELD 











Telegrams ; 
“"RRILLIANCY, BRIGHTON” 


PROFITABLE 


COCOA 


—SINCE ECONOMY 

became 
Lost minutes and 
wasted time mean reduced 
profit. Modern business can- 
not afford unpunctuality — 
cut it out by installing the 
G.B. System, which pays for 
itself by the saving it effects. 


ROYAL ALBION HOTEL 


BRIGHTON 


FORGET THE CARES of business—at least, 
for a time, at Brighton 


Write for reservations and illustrated handbook — 











industry’s watch- 


Sir Harry J. Preston 
Resndent Proprietor 


Royal Albion Hotel, Brighton 


Telephone : 
BRIGHTON 3103 





PROPOSITION 


Dealers and Users of Cacao can communicate with 
advertiser who represents over 1,000 owners of 
cocoa plantations with view. to shipping cocoa to 
them on consignment at fixed Flat Rate for long 
period without advances—Write K. GITTENS, 49 
Duncan Street, TRINIDAD, B.W.I., Port of Spain. 


lf i ran A SHOP 


| would give this service to my 
customers: My assistants would be 
instructed to offer to wrap the parcels 
of a customer into one package, to- 
gether with the goods purchased at any 
other shop. 

If the entire parcel then became 
too bulky to carry easily, I would 
offer to deliver the whole, free of 
charge 

Such a service would help consider- 
ably in building up goodwill, particu- 
larly among men customers who very 
much dislike carrying parcels of any 
kind —C.E., Nelson. 
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SAFETY-FIRSTAVAN 
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“cheap” ladders-~-z ladders 
tn 1 for 30,- 1s cheap enough! p 
Strong, light, handy Indts 
pensable to all Parker. Wmder ji 
& Achureh, Lid. Woodworkers, t 
“03 Broad Street, Birmungham,1 ; 


FORWARD 
EXTENSION LADDER 


Londen: .4,_ Gt. Marlborouzh= Strect, 
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ARLAC 
SIXTY 
AUTOPRINT 
ROTARY 
DUPLICATOR 


AVE you realised how much 
H time and monety you could 

save, if, instead of sending 
out your duplicating and sten- 
cling, you were to complete 
the whole process under your 
own roof? 


The Arlac Duplicator and Ac- 
cessories will not only cut your 
outside costs, but will pay for 
themselves many times over. 


Ariac Duplicators are supplied 
in five models, the prices rang! 











Send now for cata- 
logues and price lists 


TheArlac Duplicator Co. Ltd 


l-3 ST. PAUL’S CHURCHYARD, E.C.4 
Phone: City 3867 


PRODUCTION 


have YOU tried 


REAL PHOTO PUBLICITY ? 


250 Photo Postcards - 17/6 
500 - 29/- 1000 - 52/6 
The following ara also recommended useful 
sizes :— 7x5} 83x64 lix? 12x10, ate. 
WE ARB REAL PHOTO SPECIALISTS 


Send for our leaflet " Real Photo Publicly Pays” 


B. MARSHALL & CO. 


FORD STREET - - NOTTINGHAM 








TO-DAY 


THE WAY TO INCREASED PROFITS 


AND OPEN 


LITHOGRAPHIC PRINTING AND 
DUPLICATING 


KAYE’s ROTAPRINT AGENCY, LTD. 


Ceni House, 57a, Holborn Vraduct, London, E.C.1 
CENTRAL 1300 {3 lines) 
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Sales Management by Cunliffe L. 
Bolling. (Pitman, ros. 6d.) 

A revised and enlarged edition of Mr. 
Bolling’s stardard work on Sales Manage- 
ment has just been issued and we can 
recommend it to any sales manager who 
does not already possess a copy. The book 
consists of aan fans chapters and is 
well illastrated. It is worth noting that 
the book has been officially recommended 
for the examinations of the Incorporated 
Sales Managers’ Associaton. 


Introduction to Industrial Management. 
A case book by E. C. Robbins and F. E. 
Folts. (McGraw-Hill, 18s.) 


A book designed primarily for a begin- 
ning course in industrial management, this 
volume 1s divided into three sections, the 
first dealing with the economics of produc- 
tion, the second with the factors of pro- 
duction, and the third with the control of 
the production process. The book possesses 
a useful index and contains many interest- 
ing statistics. 


The Oomedy of the Pound, by Paul 
Einzig. (Kegan Paul, 73s. 6d.) 

A critical examination of the foreign 
exchange policy pursued by the Govern- 
ment since the suspension of the gold 
standard. The book contains a careful 
analysis of the technique of Exchange con- 
trol, and also deals with recent topics such 
as the conversion operations and the war 
debt payments. 


Routine of The Advertising Department 
by Reginald H W. Cox. (Pitman, ros. 6d ) 


A practical and handy guide to the most 
effective modern methods of advertising 
procedure for the advertiser, the advertis- 
ing manager, and everyone interested in 
advertising organization and control The 
book is comprehensive in that it deals with 
all sides of its subject, including per- 
sonnel, the keeping of records, how to 
budget for advertising, charts and con- 
trol, press and direct mail advertising, 
and printing, blocks, and art work. The 
book 1s copiously illustrated with sketches 


and diagrams. 


The Secretary's Manual, by Haydon and 
Garnsey. (Jordan & Sons, Ltd, ros.) 


Here is an authoritative book compiled 
expressly for the use of active secretaries 
and members of the secretarial staffs of 
companies. 

There are, of course, numerous popular 
books in existence designed for the use of 
directors, solicitors, shareholders, pro- 
moters, and the public generally, but these 
consequently deal with many things 
entirely outside the secretary’s province, 
whilst the treatment of those matters 
which relate to secretaries, their duties 
and responsibilities, is necessarily cur- 
tailed. 

In this new book, however, the authors 
have selected from the vast mass of Com- 
pany Law only those specific parts which 
a secretary must be acquainted with if he 
wishes to fill his office properly. 
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The forms reproduced are those of most 
usual occurrence in actual business and 
which have stood the test of experience. 

The subject of book-keeping has been 
comprehensively treated because it is 
believed that executives are sometimes 
appointed secretaries of companies who 
(although haps having a good commer- 
cial knowledge) are, to a great extent, 
unacquainted with the technicalities of 
public companies’ accounts 


Basis and Essentials of German, by 
Charles Duff and Richard Freund. 
(Desmond Harmsworth, Ltd., 3s. 6d.) 

Based on the logical principle that the 
part of the language necessary to express 
and understand the most frequently recur- 
ing ideas is the part to be mastered first, 
this little book should prove extremely 
useful to the beginner. The absolute 
minimum of grammar and vocabulary for 
this purpose is used and is presented in 
an easy form by the aid of the statistical 
method. A comparatively small vocabu- 

of essential ‘‘root’’ words is given, 
together with a statement of the German 
system of ‘‘Word Building’’, and in the 
compass of this small book the business 
man will find a concentrate of the language 
which should carry him a very long way: 
up to the standard required to read 
E:nstein’s prose, for example 


SIMPLE, BUT THEY HAVE 
INCREASED BUSINESS 


“The Slowest Laundry in the Town’’ is 
the slogan with which one laundry has 
attracted attention and gained a great deal 
of new trade. It points out to customers 
how important it is that fine linen and 
expensive garments should receive careful 
and painstaking attention rather than 
being rushed through in an effort to beat 
existing speed records. 


+ 


A competition for a short essay on how 
to collect slow accounts speeded up col- 
lections in a small Midland town. Not 
only the firm sponsoring the competition 
benefited but many other firms as well. 


> 


On many of the new estates now spring- 
ing up around London several enter- 
prising ‘‘chain’’ firms are taking an option 
on land likely to be favourable as shop 
sites and putting up notices to the effect 
that the ground has been acquired by 
“So and So”. These firms thus obtain 
land when it is cheap so that they can 
open shops if the estate reaches large pro 
portions, and at the same time they deter 
smaller competitors who might think o! 
opening a shop in the district. 
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to keep the mad ine fully employed. o 


‘In addition a moving chart is kept of | 
each separate assembly, so that the | 


parts holding up the output can be | 


noticed at once and steps taken. to) 
eliminate stoppage. 

In conclusion, it must be explained 
that the tool stores deals with the issue 
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|| MAKES CUSTOMERS 
|| CALL AGAIN 


A large furniture store has found this | 


| idea a good one for building up a. 


regular clientele. 

Before a customer or inquirer ieres 
the shop the assistant hands him a card 
bearing the words: ‘‘The assistant who 
served you to-day was Mr. -ecua 


Should you wish to get in touch with 
: le: 


lustry is 46. get 25, 000 acre: R 
flax in East Anglia, 
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yi 6; 000,000 which. ‘did not. exis ate 
| years ago. : 
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|. It only requires a few industries Of this 

| kind to take up the whole slack brought 
| about by the decline in one of our stapl 
pauses cotton for instance. i“ 





oe now from D, Harper & Co., Ltd., 


“that which brings results. 


o a AdvertisingCalendars,Blotter-diaries,Pocket| 


ne Diaries, ete, gold block with your advertisement for 


resentation to customers should be ordered | 
258-262, Holloway 


oo New Year 


ae Road, London, N.7. 


woman SERVICES 


ae "A avertiatog. The only kind worth while is 

i; Valain booklet Resultant 

Advertising’ post free to Principals. Merritt Adver- 
Using: Service | Ltd. 12, Whitehall, London, $.W.1 


“Modernise Now. Advertisement and Folder 

Layouts, Standard Typographical Material, Speciality. | 

pane lettered Showdards. Competitive Prices. D 
eh, 55, oe Road, Darwen, 


“APPOIN IMENTS VACANT 


pofig earned i in the Best Paid Job in 

usiness, Vacancies occurring every week. You 

jualify yourself for such a high-salaried manager- 

Brough oar plan. 

w you tan get one of these berths, to sari Service | 
t ite, Room 42, 6, Carmelite Street, EC 


Better ol pt Dr. William G. Fern’s “Book 
ss" and his highly practical postal courses | 
AZ, men and women to better jobs 
incomes in the office, store, and on the road, “Book 
coëss” free on request trom Fern Business Institute, 

oh H, Upper Woburn Place, London, W.C.1. 


er ‘stamp: for postage. | 


Direct Way to Success. Write for this Free 
ook, which Ant the many courses The School of 
ecountancy offers. Read how The School can guarantee 

examination success, and of the system of fees by 
istalments. Read The School's record of successes. 
ead what farnous captains of industry, university pro- | 
fessors and educationists say about School of Accoun tancy 
training: The School of Accountancy, s50, Bush House, 

Panao, W. w £. 2. 


la wfacturing Cc Company offers to buying 
$a Wonderful opportunity in a ae ined g 
patented mass product. Agents required in all 
RK. and British Colenies.—Box 144, BUSINESS 
arm lite Street, London, E.C.4, 


AT HOME AND ABROAD. 


[iets BARKER & C0. 


Write for Free Book telling | Carmelite street, E.C.4. 
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-APPOINT MENTS WANTED 


y Accountant, Office Manager, etc. | 
IS vears' experience Company Law 
Financial and Cost Accounts, Statistics, ete., seeks pre. 
gressive appointment. Available immediately, Bax | 
131, Business, 6. Carmelite Street, E.C.4. 


Secre 
Qualified man, 


; Pon t Order Blotting till you Bave ea: 
LBC. SUPERSORE.” 
with a big price saving. 
postage addressed, Lancaster Bens, 


) Shachvell Street, Birmingham, 
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ecreta Accountant, Office Manager. | ee ee ; 
ie ; rey “Two Guinea Master Method” for ya ai $ Ki 


Ser who knows how to apply his experience and know- Í 
Teige, in satisfactory fulfilment of rae duiies seeks while they last, Simplest and mos aie ae 
i man system vet devierd. Others sag NCO is 


| progressive: appointment.-Box 14 BUSINESS, 6, 
Carmelite Street, EC 4. i weight in gola” Monev back if nol gato 
i D. Burbidge & Co., Sia, Turner Sixvees, Nortihanigton, 
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EDUCATIONAL Mesogianh Supplies. 
entree ncet | i Ribbons, Penc iis, We sae eae 
Pom 


Facsimo Process of Rep rewtacing 
i hill. Br. rok Time Recorders, Lud, 36, 
London, SW. 4. 
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Learn to write Advertisements and eatn | 
i from £5 to £20 per week, U Mique offer open to those | 
writing for our free book “Adv ertising as a Career?.--- | 
Dixon Institute of Advertising, Dept. 2, 195, Oxtord [ a 
Street, London, Wi. 
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120, Havelock. Read, Li 
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You can maké your spare time bring you a. 
full-time income in a fascinating business of your own 
sat home. New method ensures success. Few pounds | 
| capital only needed: no samples or outfits to buy; 
| nO rent, rates or canvassing.-Send to-day for free 
booklet to Business Service Institute. Dept. 861, 
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For Comfort fit a 
The cheapest OU Door 


~~at 12/6, the “Page 
i value obtainable, B -U 
| | Finish, is tha 

| SAMPLE SENT 6 


APPROVAL 
| FOR SALE AND W ANTED lar write to-day for list XDCS tos. 


Achurch, Lid., Broad Streel, Birming 


Accounting Ma 

Machines; Cakeuators, | 

Recorders for costing’ ane 

Index, ete. All makes’ api 
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Safeguard Cheque Writer for Sale, Model S, 


excellent condition, practically new, Bargain price 
£6 68, Od. Box 147, Bruainess, 6, Carmelite Street, E C.4 


| 
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Gammeter Multigraph Wanted. Must be 
No. 66 printer in good condition, also would purchase 
accessories, type, etc.—-Box 146, Business, 6, Carme- 
lite Street, E.Co4. 

Where a uniform terperi 
maintained °*'Parwingc* 
indispensable. fn additi 
Cleaner and healthier 
levenness undbtainable with 
fort at no more expense. Se 
investigating. As supplier 
thee Cash for Poems—particulars free. MSS. ee Enuite tect heat 
of all kinds also invited for prompt publication, especially | OBS. Prices from fis. & g 
Fiction. No reading fees, Stockwell, Ltd., 29, Ludgate | heating apparatus.—Parker, Winder and A 
HH, London. Estab. 1898. 704, Broad Street, Binminehar. 2 A 
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LITERARY 


DECORATIONS 4 AND 


SHOP, OFFICE AND  WAREHí a USE 
| Biers nightie” Ss 


CALCULATING MACHINES 
GILBERT WOOD {Arithmetical Machines} 
758 Queen. Victoria Street, ECG, 

Telephone: City 2295 


Ltd. 


Fainting: 
Decorating ” 
“Plumbing and. 


-GasGtting 


melt 


Repairs of every 
description 


VISIBLE INDEXES i 
i BIZADA (CARTER- PARRATT, ‘LTD. }, 18 Victoria 
| St, Londen, $.W.l. "Phone: Vietoria 1045/6. 


SIAN pean 


Estimates Free FOR URGE! 
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“We have a reputation to maintain. The quality of 
our goods, our buildings, our correspondence, our 
stationery, even our outer packing, must conform to res 
our standard. This idea of using second-hand cases eos 
—would it enhance our prestige ? i ee 
Could it really be worth the few 
pounds we’d save? Of course not! 
Anything but the best 
packing is a false 
economy.” 


FIBERITE’” Packing 


Regd. Trade Mark) 


FOR GOOD GOODS! 


Write for informative booklet ‘‘ Modern Packing” to B.2 Dept. 
THAMES BOARD MILLS LIMITED, PURFLEET, ESSEX 


FB 24a-360a 
Printed tor the Propmetors, SHAW PUBLISHING COMPANY LIMITED, 6 Carmelite Street, London, E.C.4 | 
by FISHER, KNIGHT & CO., LTD., Gainsborough Press, St. Albans 
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| A BUDGET PLAN 
for 
STEADY PROFITS 


Getting 100% RESULTS 
Out of Conferences 


A Real 
BUSINESS-PULLING 
House Organ 


1000 NEW Business Aids 
'At the 
BUSINESS EFFICIENCY 
EXHIBITION 


our firm who are to see this issue. When 
has read it please pass on to next on 
list SEE PAGE CHECK 
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UYERS!. MARKETS!.. 


MARION JEAN LYON + ADVERTISEMEN T MAT 
PU 10 BOUVERIE STREET, E.C.4 


WILL FIND THEM FOR YOUR GOODS 






























NO MORE. TELEPHONES 


PRINTERS, 
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a EE ARENA eo Bekk KNOCKED OVER 
HE SUPERB TYPEWRITER l NAOR | If you use Telephone Extending Arms 
Oe ee = ay sake ea Paio ane oes is aS direc- : 
a a A EE E fon. Supplied with fittings: fogs (foo 
a HOLOE wall, desk or tabe jf 
typist’s time Extending 
and your 23 inches .. BAe 
notepaper, ; 


Tap the lever 
and the line 
guide moves 


32 y .. B5 


| 
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down. 
Price, as a ie P 
illustrated. Message Recorder .. 8/6 post frec, 
21/- Hygienic Glass _Mouthpicces (prevent. 
And cheaper influenza) for G.P.O. phone 2/2 post free. 
model. 15/8 The modern) 


method of fase: 
tening papers... 
Makes clips. out» 
TAPPIT of paper itself, 
CLIPLESS Post free 10/6: 
FASTENER And cheaper! 

se oN model. 5 i ; 


















repeat orders for “Ideals” more than 
a <- testifies to its merits, 
user writes ie‘'Send us two more ‘Ideals’. 
Our typists all want to use those we have.” 
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CALCULATOR 





For all calculations. 
Will multiply, divide, 
add and subtract in 
1/10th time taken to 

doe so mentally. 
15x10x9 
from £29 10s. 


Tens transmission 
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makes, at Bargain Pi 





Write for details. 









“THE. SEDOMETER - 


JOU QUIET PORTABLE 
quietness and light touch are aids 
cy, while its compactness, lightness, 


NO MORE ERRORS. Use the wonderful. p 
Addometet. Adds and subtracts rapidly anc 

ately.. For English and Foreign money. D 

or Ordinary Figures and Feet and Inches, 
ze 7 






















and OTT me it THE BEST. 
‘row. standard keyboard, complete in “FOR: 
“tbs, nearly 2 Ibs. lighter than 4 i roceer .6 
. DESK 


: 4-bank portables.) 





USE ORDINARY STAMPS & 
SAVE 80°/, IN POSTING TIME 
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THE BEST 

= ho B@UE And let your business-getting letters look like ‘ l e aii 

PROTECTOR personal letters with actual postage stamps by When ordering state for what purpose required, : 
PP en ui E ae the TAPPIT stamp affi xer. Also ARET pocket Adder ee 
ees , zd heaper and quicker than a Franker, all stamps and Indian money, in case. je post free, > io 
AS = by ae Haris firms. Do you realise fixed, checked and counted in one Gaon . 

n altered cheque is you liability í British made and guaranteed. 
Bargain. £8 8s. each. Price £5 5s. 


-> All-other makes of Cheque Writers 
at half usual priess, asx ror list. 


BARGAIN OFFER 


Fire- resisting and 
Vermin-proof Steel 
Office Cupboards, 


f Pe” “A Post fiie. 
THE LATEST INVENTION! 











finished art green, THE EF ; W o 
lever lock, duplicate ey 1/6 4 ITH RUBBER NIB 
f Swinging & Detachabla Writes a thick line on paper, carivas, 


wood, metal, glass or any surface.” 
Fer Addressing Parcels, Writing. 
Notices, Price Tickets, Labelling 


if keys. 
; 2 ft. high, 


si t4 ins. wide 
E 8 : ' 
oY t2ins. deep. 45/- 


LETTER TAAY SET 
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“8Gins. bigh, oe ta o AN = GO pOr SIR: 
-F8 ins. wide, £3 All trays lift Na ; PRESERVE 
o aaea Tee of, are SSS ae mE YOUR LETTERS 
: 6 ft. high, 2 ft. wide, interchangeable, ae 
ip 178. ins, deep, as swing out of ‘ame SEE 3 S; 5 and Records from 
| illustra- £4 id wav, leave desk Sano nien i En Ee e naaa iil Tl dust and fire by 
ted, l quite clear. Ta i ae = using our Art Green 
|, All carriage paid. Soa ene ean Y LE EE a Vertical Steel Easy 
| Other sizes in stock. we oe ee ; Running 
į Halt the ree of , Number of Trays per Set. ce ae CABINETS. 
Material of Trays. 4 Trays. 3 Trays. 2 Trays br desk, át inlina _4 drawers, 4to 
Light or Dark Oak .. 8B/+ B1/- 27 /= carriage paid. d 9 7 6 
Mw F Approximate internal 4 drawers, 1 scap 
i £ \ fen fam fa i fi 
Real Mabogany os 45) 40; 85/- dimensions of trays 8&7 89 
Steel, Finished Art.Green 45/- 40- $5/- 13} x OF x ZE inches. Carriage paid. 












TEMPORARY TYPISTS SENT OUT. 
"T 74 CHANCERY LANE, (Holborn End 
“Works: Great New St, B.C.4. London, WE 


olborn 3793, or write for Bargain Lists and Particulars. 


Lí I 












STOP 
THE 
LEAK 


DICTATE 





DRIP! DRIP!! DRIP!!! 


If you could see the money” wasted d here short ere 
as easily as you can see the water wasted by a1 
tap you would stop the leak at once, 

You can’t see it, of course, but it is there. aimee 
labour and money running to waste ¢ every Bearob tes 
working day, 

Half your correspondence cost and an Roar o dey’ 
of your precious time hopelessly wasted! 

You pay for typing, not for shorthand 


But unless you dictate to The Dictaphone a - : 





SEE IT AT THE 
BUSINESS EFFICIENCY EXHIBITION 
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STAND No. 1 








only getting half the typing for which you pay: y 
are only doing half the work of which you are cape hk 





Write to-day for FREE copy of Mr. Frederick 
Hutchinson's book on Ofline Methods aad Practios 





IT DOUBLES YOUR CAPACITY 
TO GET THINGS DONE 
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THE DICTAPHONE CO., LTD. | 
(Thomas Dixon, Managing Director), | I 
I 

i 
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: KINGSWAY HOUSE, KINGSWAY, LONDON,W.C.2 
i Telephone: Holborn 4161. (3 lines), K: 


3 He at Manchester, ‘Birmingham, Glasgow, Liverpool, Leeds, Bristol, 
“Me Parle y and Duti EE Da 3 
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Modern inter-office communication 
does not require messengers. The 
STANDARD Automatic System gives 
a much more rapid and economical 
service, secretly, and with absolute 
reliability. We are manufacturers of 
all types of telephone systems suit- 
able for the smallest suites of offices 
or the largest industrial building. 

Please apply for our illustrated 
‘ brochures. They will be sent free 
of charge and without obligation. 
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mr nent oj S tandard 2 piai er Cables, Limited, Aerodrome Road, London, N. w. 9 {Telephone : Colindale 6533) 







1. PICKS U 
2. MOISTENS 
3. SEVERS 
4, ATTACHES 
5. COUNTS. 
6. CANCELS 
INSURANCE STAMPS | 
IN A PRACTION OF 


THE TIME THAT IT | 
TAKES BY HAND | 


OPERATIONS 
are performed by 


1 STROKE 


OF THE PLUNGER | 





















| Come and see “BIZADA” demonstrated on STAND 

No. 34, Business Efficiency Exhibition, White City, 
London: 26th September — 6th October, 2 — 10 p.m. 
Ask to see how the various departments of your business 
on be helped by using Visible Equipment. 





BOLLS OF STAMPS 
CAN BE OBTAINED 
FROM ANY P.O. 


“VELOS” INSURANCE MODEL 


STAMP AFFIXER AND CANCELLER 









ob OSALES DEPARTMENT. Customers who are not ordering 
shewn up month by month. 


2. Works Orrice. Better control of Stock. Coloured 
signals will indicate lines which are short stocked and on order- 











3. Lepcer Section. Visible Equipment provides a 40% No. 5705 - - MADE IN ENGLAND £6 Retail 
“quicker posting medium, insures speedier despatch of state- i . 
ments and shews overdue accounts at a glance. FOR YOUR. EVERY-DAY MAIL : 

eee | | } LIGHTNING No. 5005 } Gns. Retail 


WITH NUMERATOR 10/8 a 


, LONDON, s Wa 





Write. Sor particulars of Office Appliances to Sole ‘Distributors 





CO. LTD., LONDON, E.C.1 





































pine ontro trol ° Marketing 
Production Office Practice 
IN WHICH AT VARIOUS TIMES HAVE BEEN INCORPORATED: 


"THE JOURNAL OF COMMERCE,” “MODERN BUSINESS,” 
_ SYSTEM," “BUSINESS ORGANISATION AND MANAGEMENT.” 


MANAGEMENT This BUDGETARY CONTROL Ensures Progressive Profits =» - 
3 Pol ic y Finance by the Statistical Director of a well-known manufaciati ig concern | 
Toi $ 


How to get 100% Results out of CONFERENCES by H. T. DRYSDALE 
of Rapson, Drysdale & Ug. 


WOMEN better than MEN at Routine - ~ by & D. MARTELL 4 
There’s New Business in these New IDEAS - by THE EDITORS + 
The TREND of Trade for September - - ~ = - 
The Broader View - «= - . + by ROBERT R. UPDEGRAPF 44 





Business Books ~ o -o ee” 3 
This HOUSE ORGAN is our Strongest Business-Puller O 

by an EXECU TI VE of Edgar Allen’ & Co, Led. : 
Six Reasons why the Package Sells More Goods T ee 19. 

| a by THE EDITORS ; 

Bright IDEAS that Have SOLD - = = «= Colete, 
ee most Progressive. : 
RO D UCTION How Criticism Reduced our Costs -~ by the PRODUCTION Ty 


uipment, Methods Modern Mechanism—How it Cuts Costs - i 


OFFICE PRACTICE Ry C. H. COSTELLOA.C.LS. A CWA. 
S 7 — | , te i G., D. GA 
Equipment, System Carbon Papers—10 Grades Reduced to 4 by GARDNER 








-Horlicks Malted Milk Co., Ltd. 
Among the LATEST in Business Equipment T ee ee 


How the Business Efficiency Exhibition can Assist 
YOUR Business - . e d 


Courtesy has a Big Cash Value - . . = by E T. VINES 36 
| - BUSINESS Telephone Number is: Central 9893. Ask for Editorial, Advertising or Service Pepirieem 


“Subscriptions: rs/- a year, home and Continent, post free; per copy Ife post free 1/3. Overseas 20/- a year, post free; per copy IG past den 
All rights of translation and reproduction are strictly reserved. Contributions, which must be of specific instances, are tel. Al com. 
munications to 6, Carmelite Street, Landon, E.C,4 












Clean, Cool, Comfortable. 
SHIRTS PYJA | 


in striped designs | 

or plein shades. 
(including twa 

collars) 
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FOR the purpose of handling multiple sets of forms requiring Q 
carbon copies, Egry Manifolding Registers should be em- 
ployed, as the interleaving of carbon paper is entirely eliminated. 
One turn of the handle delivers 2 to 5 clear and unalterable copies of _ 
the original entry ; automatically presenting a fresh set ready for | 
immediate use, and retaining—in certain models—one copy ina _ 
oe ass locked compartment, for checking purposes. Egry Registers can _ 
ee — be applied for the following purposes :— Longe 
ge ry Stoves Requisitions Delivery Notes Repair Orders Cash Sales oo CSSS 
EGRY CASH Ti LL Invoicing Production Orders Purchase Orders “Credit Sales: inire 
A Cash Till which embodies fe oe ee peas midds Rep ee pai : 
of ie woes itemised re- Our London factory is not only equipped for the manufacture of continuous 5 
s the most secure method for use in our Registers, but also for the manufacture of Continuous Roll and. 
O trolling every transaction. Stationery for use in Billing and Accounting Machines, such as Elliott-Fisher 
as wood, Remington, Smith Premier and Powers-Samas. : 


PRICES RANGE FROM 6 TO 43 GUI 
SPEED-FEED 


ri -D VISIT OUR STAND—No. 25 AT THE 
a Business Efficiency Exhibitior 
writer to be converted into WHITE CITY, SEPT. 26th—OCT. 6th | 


a Billing machine—with all 

the advantages of Con- = 7 = ] 
EGRY LT. 
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Equipment which may 


be of use to you 
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> WHICH CAN 
BE OBTAINED THROUGH THE ANNOUNCEMENTS 
IN THE ADVERTISEMENT PAGES IN THIS [SSUE 
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A = extend a cordial invitation to all their valued 
business friends to visit them at 


_ STAND No. 64 
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where a complete range of their products will be shown 
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Sky Publicity invite 
you fo witness one 
of their projectors 
which will bein 
operation at Kings 
Cross Coaching Station 
from September II th. 


onwards... 
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tris BUDGETARY CONTROL 


has secured for us 














l this firm not a single item of 
yormal expenditure is made that 
has not already been predetermined, 
its proper relation to all associated 
rs, in the budget scheme. I say 





ean all ‘expenditures due to keep the 
iness in full swing under all condi- 
3 han in cases of emergency 
Ti Tf, for example, we had 
ndgeted for twelve months’ produc- 
and sales of a certain product and 
-then, due to political influence upon 
rs.or a sudden and unaccountable 
‘h-over of consumer taste, the bot- 
om tumbles out of the market for that 
roduct, then the budget figures must 
immediately go by the board and an 
entirely new forecast and estimate be 
: made to suit the changed condition. 
Similarly, if one department, sales 
we will say, sees an unexpected and 
‘profitable opportunity opening up and 
wants to spend £53,000 over and above 
the budget in order to get in quickly 
and. take advantage of it, then the 
budget quota. at once comes under ex- 
amination with a view to extending it 
to allow that £5,000 to go out. 
Outside such emergencies, however, 
the budget from year to year controls 
every item of expense and sales to a 
definitely predetermined percentage. 





This Budget Controls Both 
Sales and Expenditures 


oe Ow budget plan falls naturally into 
: : two main parts. 
-It controls (a) Sales, and (b) Expendi- 
és, and. these two headings cover 
activity of | the business. 
rather ‘interesting, as it 
and, we claim, 








-ROGRESSIVE PROFITS 


of a Nationally known Manifa 
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For 5 difficult years this firm 
has made consistently increased 
profits. In addition to ensur- 
ing such progress in a critical 
trading period this BUDGET 
CONTROL has produced an 
entirely new marketing plan. 


This plan is not yet ready to 
launch, consequently we have © 


been asked to withold the 
name of the firm concerned. 
The Budget plan described, ` 
however, is as simple as it 
is effective. Its principles can 
be applied by ANY business. 
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operation. Furthermore, it is very 
simple. And here I should like to em- 
phasize the great importance of this 
factor of simplicity. The more simple 
a budget scheme can be made and run 
the better are its chances of success. In 
fact, I will go further and say that a 
simple and intelligently applied budget 
is bound to be a success in any business. 
It is the needless complexities which 
many practitioners introduce into it, 
and the consequent failure of the execu- 


- unexpected diffic 
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STATISTICAL. - 


and stupid co 
fortunately p 
Budgetary C 
tery which ha 
ing Many sn 
even trying to. 
Budgetary © 
sound and Jo 
management, 
almost. ARY E 
large. But to continue: 
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the user ‘finds attached to e po: re po 
a nicely-worded card to the elect tot 
if the user will Bilin his dame “aud 
address, his busitiess or penton ale a 
private man) or the type of hw nese 
(if an industrial user) and post: i 
company the missing accessory will be. 
dispatched direct by return ol poet” he 
It was essential to our plan o get this oo 
complete analysis of cur apers, Ae wie 
be more plain ina moment. We had - 
abe by cuperience, however, thet no | 
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i. atat to prepare the sales 
et for 1934. This is how we shall 






Fiet the 1933 sales of Britain as a 
- whole (divided into six main areas) will 
be calculated and plotted in a curve 
owing monthly totals. This will give 
our broad idea. 
rom this we shall break down our 
res to very great detail indeed. Our 
urned card system makes this a com- 
atively easy matter. We shall get 
c fown to a sales ae od of Britain 
_ These results 







"Promotion Expense 


ith ast year’s total. All right, 
es fall? Our monthly sales 





yu: ne ‘conditions poor. But more 
nat: comparison of our returned 
s of last year and the current 
s what kinds of people did not 
zin the case of trade users, 
hat classes of traders did not 


budgeting for 1934 we 
get for an increase in sales 
nt increase. But our 
only tell us what 
es including a ten per 
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cent increase, to budget for, but they 


„also tell us exactly where to direct extra 


selling effort to get that increase, and, 
because we know the classes of users 
who are not buying, the figures tell us 
what kind of extra selling effort to put 
out. 

The importance of this control is enor- 
mous: it saves us many thousands of 
pounds a year, for a reason that will be 
obvious to you. 

It is our policy not to advertise ex- 
tensively in the Press in any area except 
where sales are falling. Very well, then, 
as we know in which area sales decline, 
also the exact spots in each area where 
declines take place and the actual 
classes of buyers among whom the 
slump is occurring, then we know 
exactly where and what kind of adver- 
tising to budget for in order to ginger 
things up. 

This plan (a) enables us to budget for 
advertising expenses much more accu- 
rately than just thinking up a new 
general scheme for the new year and 
launching it into the blue with fondest 
hopes as the only basis of calculation, 
and (b) it enables us to save enormous 


SALES PROTO ION CYVION PREMISES TRANSPORT 
oes 2 | an Finatice Advertising & Hateriale Edainmont Land Vatiicles Personnel 
RE _Tneurances Fromotion Litéeracura Stationery Buildings Maintenance 
travellers Plant Personnel Mxturea Deliveries Canteens 
AL Stati aties Exhibitions Power Light, Koat, Recreati ow 

j required by tho Dealers Stocks Sanitation Medi cal 
2 business. Stunts RESEARCH ete, 
| Laboratories 





| 2 The keynote of this Budget Plan is its simplicity. 


The way in which it first 


- calculates an exceptionally close estimate of sales—so that materials and pro- 


duction may be the more accurately determined—is also one of its most im- 
- portant features. Note how full responsibility for maintaining the plan from — 

ing to end is vested in the Budget Controllers. Not every firm is large 
gh to have a budget man for each department, but THE essential to the — 
f any budget plan is that definite responsibility for it MUST be giv 
some officially recognised Individua 

















and: oS has power to act z 


rho fully- understands its purpo 











né factor. in our sales control ; but 
ndeërständ that I am not now tall 


‘about sales control as such: I am ‘dis- o 


cussing purely the sales section of our 
budget plan. I am showing how wè- 
budget for our advertising and our sales. 
The sum for new advertising which we. 
fix in the budget is, of course, in a defi- — 
nite ratio to the amount of increased — 
sales we budget for, and the required. 
sales increase must be secured with that. 
fixed amount of advertising and no | 
more, unless, of course, a real emer 
gency arises such as I mentioned mst : 
now. as 
Now for the budget on the expense 
or production side. Under this head | 
comes everything from office stationery __ 
(yes, this as much as anything else is 
controlled by budget) to plant and raw.. 
materials. z 


How Department Budgets a ar o 
made and maintained. - 


Towards the end of every year eck 
departmental executive head draws. up 
his budget, his carefully estimated ex- 
penditure for the year. This, from the 
accurate sales budget to give estimated - 
production, and from accurately-kept 
records of all other departments, ` 
simple. Just a matter of intelligent 
estimate while bearing in mind all rel 
vant circumstances and conditio: 
Naturally, a predetermined increase. 
budgeted for. 

The mere drawing up by each. depa: 
ment of a budget, however, is. by 
means the most important part of 
plan. It is far more necessary to ensu 
(a) that the estimate is a fair. and eco 
omical one, and that (b) it is strici 
adhered to, not only for the first mo 
or so but for the whole year throt 

To ensure this and the general smoot 
running of our plan we have a Budget 
Committee. This comprises the manag- 
ing director as chairman, and chief 
accountant as secretary, ‘myself, the. 
production director, sales manager, _ 
publicity manager, research manager, > 
transport manager, office manager, and — 
welfare manager; in short, the top exec- 
utive of every department in the busi- 
ness, ee 

Each of these executives is definitely 
responsible for producing the budget for 
his department. Each is allowed to 
arrive at his figures in his own way, | 
but one week before the first of the. 
season budget meeting each must de — 
liver his document to the chief account- 
ant. At the first budget meeting the | 
managing director and full committee —- 
then discuss the report which has in the 














meantime been drawn up by. the chief a : 
accountant. 








Assuming that all is well, the depar 
mental budgets are then released, 
be in force as from a fixed date. 
-Now comes the important matter E 
eeing -that the budget is maintained. 


ontis niei on page 38). 
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How to get IỌ0Ọ per cent results 
out of Conferences 


waste more time and make more 

delays than any other factor of 
management. Yet conferences can be a 
very useful tool of management if they are 
rightly used. 

The fault usually is that business men 
do not use conferences for the right pur- 
poses, and do not apply the right kind of 
conference to gain a particular end. What 
a conference should do, where it should 
be held, how it should work, depends 
entirely upon the object in view; that is 
why no one hard and fast principle can 
be laid down to govern conferences. 

Twe invariable rules can, however, be 
followed. First, the number of con- 
ferences, their different functions and their 
personnel should be reduced to a minimum. 
Second, conferences are to decide policy, 
and not to carry out operations. 

The first essential in making profitable 
use of conferences is to distinguish between 
the different classes of confgrences, their 
different functions and the different objects. 
For, in accordance with these variations, 
must they be handled differently. 

There are two basic classes of con- 
ferences: the regular conference held 
periodically at a definite time and the 
special conference called together to con- 
sider a special subject. 

The regular conference sometimes over- 
laps the committee system. The differ- 
ence is that a committee is usually 
definitely organized; has certain fixed 
responsibilities and duties; is charged with 
carrying out operations as well as policy, 
and often carries on certain definite opera- 
tions in its meetings. A conference, even 
though held at regular intervals with a 
definite chairman and composed of the 
same people, is usually more informal. It 
is not organized with any secretariat but 
is simply run by the chairman, decides 
policies and programmes, but is not 
responsible as a whole for carrying them 
into action. 


(C raste me and Committees probably 


Special Conferences ? 
> 





weekly or monthly? 
+ 


+ 


? 
through? m 


avoided? 


1. What different purposes are achieved by (a) 
Regular, Routine Conferences; (6) Irregular, 


2. At what intervals should they be held: daily, ] | 


3. What is the best time of day for Conferences? | 


4. How shall they be organised and carried | 


5. What are the ‘snags’ and dangers to be 


Conferences held periodically should be 
held as infrequently as their purpose will 
allow, The most common form is the first- 
thing-in-the-morning meeting of the execu- 
tives of a business, usually held around 
the mail-opening desk or immediately 
after the executives have gone through 
their morning’s post. This is useful in a 
business where the departments are much 
inter-related and their operations depen- 
dent on each other, where the details are 
manifold, and where work must be per- 
formed promptly to schedule. 


This is What the Regular 
Conference Should Do 


In such a business at the morning con- 
ference the different departments can 
co-relate their work, take up queries with 
one another and lay out the day's work. 
The danger is that these conferences 
may become discussions. It is up to the 
chairman to avoid this. Such a regular 
daily conference needs a strong, quick 
thinking, quick acting and ruthless chair- 
man. 

In a large manufacturing business near 
London this conference is held at noon 
and must be over by 12.30, the lunch 
hour. Anyone who prolongs the con- 
ference unduly knows that the time must 
come out of the lunch hour. This noon 
conference enables the day's work of the 
factory to be well started and it gives 
queries and snags the chance to arise and 
be dealt with before restarting. 















ed 


< 


s AS 
Wy > V 
ba of x 
a P? 
~< 4 


x | 
eat X\ a 


POINTS THAT MATTER IN CONFERENCES 
which are explained in this article | 











By 
H. T. DRYSDALE 
of Rapson, Drysdale & Co. 











All department heads are members, from 
the managing director to the traffic 
manager. The general manager acts as 
chairman, Every member has a daily 
diary which he must bring into the con- 
ference. As subjects arise for discussion 
and are decided, the responsibility for 
carrying them out is allocated to the 
proper department head. He must enter 
this item in his diary. The general 


manager's secretary is present and keeps 
a record in the general manager's diary 
of all these allocations entered forward to 
the day on which they are to be carried 
out or reported on. 

The first item at each day's meeting is 
then for the general manager to cal 
the points in his diary for that day i 
ask the persons responsible whether 
matters have been carried out, what pro- 
gress has been made and so on. In this 
way no decision made and no action to be 
taken is overlooked. 


The management of this concern has 
found that more new ideas and construc- 
tive suggestions come from department 


heads at these meetings than was the cas 
when the meetings were held round the 
mail-opening desk at 9 a.m., for then the 
tendency was for the details that appeared 
in the incoming post to take up too much 
of everybody's attention. 

Another firm holds its daily meeting in 
the managing director's room at 10.30 to 
ır a.m. and coffee is served. This is to 
make department heads feel more on a 
social equality and less tied to the restru 
tions of organizational precedence. This 
conference is strictly limited to half an 
hour; the chairman must see to it that 
the important matters are covered in this 
time. 

(Continued on page 44) 









"ehe Postmaster-General has decided to 

‘employ women telephone operators 
after eight p.m. in future. The reason 
: for this decision is that it is “an 
sential step in the improvement in 
‘efliciency of the night service’ 
< Every business man who has to use 
he telephone after eight o'clock at 
: mll. A a they Ane 













ne e other day. when eee 
z “When the men come 
he said, ‘‘I give up.’ 
eg ao 7 doubt at all that women 
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big concern as ae I add him if 
there was any type of work for which 
PIs) he preferred women to men. “I have 
Lee found,’ he went on, “that it is best to 
i employ women in jobs which are im- 
portant but not of high value, if you 
= know what I mean. The handling of 
the telephone is a good example. It is 
important that it should be handled effi- 
= ciently, as a good deal depends upon 
it working smoothly, and yet it cannot 
be called a job of high value. 
“Women are more patient than 
= men,” che went on. “They remain 
“more cheerful and “unbored’ doing the 
same thing over and over again than 
men do. They take more interest in 
routine duties and generally bring more 
-ceficiency to them than men do. Once 
“they are installed upon a certain job 
--and know how to perform it properly, 
~~ awomen are content to go on doing it 
year in and year out without hanker- 
cing for a change. A job is a complete 


to an end as it is with most men. .- 


always on the look-out for prot 
Pat him ima routine. job. ar 





at All 


thing in itself to a woman, not a means _ 






are better than — 








By E. D. MARTELL 


After a discussion with the heads. of 
six large and representative businesses 


outgrown it within a couple of years. 
A woman does not look for promotion, 
except in very rare cases. She prefers 
to have a safe job, know how to do it 
successfully, and to carry on doing it 
without interruption or change. That 
is why, in my business, most of the 
ordinary routine jobs are held by 
women. On the telephone, at the re- 
ception desk, routine checking in the 
accounts and sales departments-—it is 
in such jobs as these that I find it pays 
to employ women rather than men. 


Women are more susceptible to 
discipline in small matters 


“Women, too, make better assistants 
and secretaries. They look after detai 
and leave the creative work to the men 
they are assisting without interference 
or holding strong opinions of their own 
as to the way in which things should 
be done.”’ 

Another business man told me that 
he found women far more susceptible 
to discipline than men. “They follow 
instructions more carefully,” he said, 
“and you rarely find them trying to 
‘improve’ on an order. Women, too, 





Summed Up 


MEN for creative work and 
effort calling for initiative, 
variety and responsibility. 
WOMEN for work needing 
accuracy of detail, repetition 
of action and no prime respon- 
sibility. 


Mr. Martell found this to be the 


concensus of opinion among the t 
heads of several different. busin ses 1 


“A man who is worth anything i is whom he 


n interviewed. V 
OUR « xperience in in -this a 


Routine Work 

























are far more conscientious about. the 
little things. They do the little thing : 
in the same way and in the same spi ca 
as they do the big thing. : 

“As an example, some time 
decided to keep card indexes of 
trade papers dealing with our trade fo 
the use of the staff. It is a job whic’ 
takes about two days a week, and a 
promising young fellow in the accounts 
department was put in charge of ito 
But somehow it never seemed to get- 
done to time. He just could not setth 
down to index those papers. method) 
cally from beginning to end. He. 
always half an issue behind, or h 
failed to file the cards when. they. we 
done. It was no better when we. triet 
another .lad; in fact, several change 
failed to bring good results. Then w 
tried a shorthand-typist who had p 
viously never done anything exce 
letter taking and typing. She was 
bit slow at getting into it, but on 
she fully understood what was required 
she kept that index admirably,. Sh 
took a pride in its always being up -t 
date, and she did it exactly as we- 
wanted it done. That experimen me 
opened my eyes to the advantage of 
using girls and women for routine jobs, - 
and since then we have employed more ` 
of them for purely routine jobs. fee 

‘But that is as far as women: go”! 
he went on. “If a job entails any — 
creative or active responsibility, men 
are to be preferred. Women, I find, | 
fight shy of responsibility beyond. see- 
ing that a thing is done in the same | 
way it has always been done... Here we | 
work more or less along the lines of | 
men for creation and women for repeti- _ 
tion.’ A 
























Why women did not suit 
in all departments 









_ This would „Sppear to be the. ome i; 
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Theres NEW BUSINESS 
in these NEW IDEAS 





A new synthetic resin haş just been 
completed for which big claims are made. 
The new resin is said to be weatherproof, 
rust-resisting and not easily scratched or 
broken. It can be made translucent, 
coloured and embossed. One of its 
immediate applications is to give a bril- 
liant and protective coating to signs of all 
kinds, 


+ 


A steel wire-fencing manufacturer in 
Canada is marketing aluminium posters, 
Posts included they measure 30ft. by 
to ft., and have a background of wire 
mesh. Copy and illustrations are clipped 
on to the wire mesh. Points about the 
new poster are: lightness, suitability for 
use on open sites or buildings, message 
easily changed, no need for painting and 
maintenance. Also, they have a very 
small wind resistance, an important factor 


in exposed positions. 
+ 


Cottage cheese is shortly to be marketed 
in glass tumblers. The tumblers will be 
suitable for table use after the cheese is 
used. Another good example of container 
development. - 


+ 


A new way of serving food has been 
evolved at one firm's cafeteria dining- 
room. Stainless steel trays containing six 
depressions for the food are used eliminat- 
ing dishes. The trays are cleaned in a 
special dishwashing machine. An idea 
possible of wide development among hotels 
and restaurants. 
+ 


Coal and oil-fired water heaters are pro- 
tected against over-heating by a new 
emergency valve containing a ‘‘fuse’’ 
which softens under excessive heat, per- 
mitting the escape of too-hot water. A 
cheap, effective “‘safety first’’ idea. 


+ 


“Through a new formula, copper and 
other copper alloys can be covered with 
a thin coating of glass. The coating pre- 
vents tarnish, and gives various colour 
effects. Something for the electrical 
trades. x 


A self-cleaning rake has been devised for 
the home gardener. It has a spring- 
equipped, hinged head which folds flat to 
the ground when the rake is pushed for- 


ward. A good selling point for these 
manufacturers. 

+ 
A streamline Diesel-electric train, 


Britain's first, designed to run at speeds 
up to 70 miles an hour, has just been com- 
pleted. It is comparable in initial and 
working cost with an ordinary saloon road 
coach. The train is to be given a thorough 
trial on ordinary track work. It is hoped 
to develop these trains widely for quicker 
and faster travel and to run them on home 
produced fuel, 


+ 


A bottle of milk is supplied by a new 
slot machine, which also returns a coin 
when the empty bottle is returned. This 
is the newest development of the slot 
machine, but there is still wider scope. 


+ 


A wireless pillow for use in trains and 
hospitals has been evolved. In addition 
to being comfortable it entertains the user 
without disturbing others. ‘'Sing me to 
sleep ...!” 

+ 


Artificial sponge developed from regen- 
erated cellulose is claimed to have the 
advantages of natural sponge and none of 
its disadvantages. Another good line for 
the toiletries trades. 


+ 


A counting machine for measuring wire 
rope and cable has been invented. An 
automatic brake stops the count when the 
end of the length is reached. Saves time 
and labour. 


+ 


Flexible cast iron is being experimented 
with by engineers as it is thought that the 
use of nickel will eliminate the brittle 
tendency of the iron. This is the latest 
development after flexible glass. 


An electrical device has been adapted 
which turns on a light with the opening 
or closing of a door and turns it off with 
the opposite movement. It also auto- 
matically extinguishes the light if you for- 
get to close the door behind you. Almost 
universal applications. 

+ 


Trade marked coal is shortly to bx 
tried on the market. A stripe of paint is 
sprayed on to the coal as it passes along 
on conveyors. An important part of an 
intensive marketing campaign 


+ 
Pensions, life insurance nd thrift 
facilities are now offered to its 14,000 
employees by the United Dairies Ltd., 
under two new schemes which have 


recently come into force, each employee 
who is at present eligible for the Govern- 
ment Old Age Pension invests weekly 
sum of 1/- in the Company's benefit 
society to which are added the special dis- 
counts allowed on purchases from the 
Company, the total bearing compound 
interest. These savings will be supple 
mented to the extent of {1 for each year 
of membership to the society after the first 
three years. The scheme also provides an 
immediate and substantia! life insurance 
cover and in the event of an employee 
dying or leaving the Company's service 
the whole of his contributions are repay 
able. 
> 

Four miles of roadway, it is claimed, 
can be relaid by a new road-laying device 
A motor tarring machine fitted with a 
furnace burning heavy oils sprays, by com- 
pressed air, the tar along the road. The 
tar is almost vapourised and none of it 
leaves the road surface. Behind the tarring 
machine follows a 22-ton gravel distributor 
and immediately behind the gravel dis- 
tributor comes a motor driven road roller. 
When these three machines have passed, a 
matter of a few seconds, it ts possible to 
drive over the road as though it has been 
laid for years. Speeds up work and 


reduces costs. 


An X-RAY Service to Help 
Manufacturing and Selling 


ll those readers of Business who are 

manufacturers understand the great 

value of X-rays in the examination of 
raw materials, partly finished and finished 
products for hidden faults. They know 
that X-ray examinations can save money 
by cutting short, and vastly improving 
many otherwise lengthy and expensive 
inspections, not only in material and pro- 
ducts but also in factory processes. 
Among the many spheres of manufacture in 
which X-rays can profitably play this part 
a few are: all kinds of welding, casting, 
forging, stampings, working and assembly, 
etc., in metal, also concrete, cables, 


mouldings, boots and shoes, ammunition 


foodstufis, radio, woodwork and many 
many others. 
All manufacturers, however, are not in 


a position to have their own X-ray plants 
To meet this new and increasing need 
therefore, a well-known electrical firm in 
this country has inaugurated an X-ray 
service for manufacturers. They have 
developed a central laboratory where 
manufacturers may send anything for com 
plete X-ray test and report. 

For the benefit of manufacturers whos 
material, in view of bulk, weight or other 

(Continued on page 48) 






\Asith September the new season 
f Y opens and hope runs high that it 
wall be the most prosperous and 
successful: business season since the 
slump set in. Nor is this belief based 
< ön hope alone, for practically all the 
trade signs and barometers indicate that 
there is a solid groundwork of reality on 
€o which the business man can build his 
<o plans. Conditions in Great Britain and 
— the Empire have been improving stead- 
ily since the beginning of the year, and 
even the holiday months and continued 
political alarms in Europe añd the 
_ United States have failed to check them. 








































- Employment 
Still Increasing 
"here has been the expected seasonal 
slowing down in employment, but it 
so slight that it constitutes a favour- 
je rather than an unfavourable trend, 
the showing is far better than for the 
3e period last year. In the month of 
ne 26—July 24 the total of unem- 
l increased by 4,067 to 2,442,175. 
_ total, however, included 26,000 
ars in Scotland, Lancashire and 








account of local holidays. But for 
these holidays, therefore, the total at 


uld have been increased by 
n the month, and that of unem- 
oyed would have shown a decrease of 
And this in a month in which, 
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in recent years, unemployment has 
shown a substantial rise. Last July, 
for example, unemployment increased 
by 64,439, and the number at work fell 
by 77,000. 

The improvement in employment 
shown in the past months continued in 
iron and steel manufacture, engineering, 
shipbuilding and ship repairing, metal 
goods manufacture, the woollen and 
worsted and hosiery industries, and in 
the shipping, dock and harbour, hotel 
and boarding-house services. On the 
other hand, there was some further de- 
cline in coal mining, the motor vehicle 
industry and in tailoring, together with 
a slight falling off in boot and shoe 
manufacture, building and public works 
contracting. 

Taking the long view, there has been 
an increase of 549,000 in the total of 
insured persons at work in the twelve 
months ending July 24. | 











Trade Balance 
Improves 


| mports and exports for July were both 
up on the previous year, but, whereas 





LONDON DISTRICT: The improvement 
in trade has been fairly well maintained in 
view of the holiday season, Retail sales 


continue brisk and the Stock Exchange is 
lively. 





EASTERN AND SOUTH-EASTERN DIS- 
TRICT: The trade position in this area 
remains much the same. Fish prices 
remain firm, there is a certain amount of 
movement in agriculture, and there con- 
tinues to be a good demand for timber. 


MIDLAND DISTRICT: The motor indus- 
try is still doing well with increased ex- 
ports recently. The increase in the demand 
for bicycles is also maintained. ‘There is 
a slight improvement in the iron and steel 
position. Boots and shoes. are also in 
demand and prices are likely to harden. 
Other business remains about the same. 





SITUATION THIS MONTH > 


imports showed a very slight decline on 
June, exports were up bya million and 
a half. The actual figures were: in 
ports £53,700,000, a rise of {1,800,000 on 
last year; exports £34,170,000, a -Fise : 
of £1,500,000. aes 
The export figures actually register 
an increase in the daily turnover of; _ 
roughly, £200,000 a day compared with — 
last year. If the improvement is not 
general, it is clearly marked in coal, 
coke, non-ferrous metals (the export of 
which has nearly doubled. since lasto | 
year) and wool tissues (by over 25 per _ 
cent on last year’s average). ‘For most. 
of this the treaties and agreements _ 
within the Empire and abroad must 
largely be thanked. Ss 




















Commodity 
Prices Rise . x 
C ommodity prices are up again. ‘I 
index number of wholesale price 
at the end of July was 0.4 per cen 
higher than a month ago, and 5 p 
cent higher than a year ago. The 
for food prices rose 1.3 per cent 
94.8 to 96, but was 4.8 per cent 
July last year, which recorded an inc 
of 100.9. The July index for indus 
materials was o.1 per cent lower tha 
the previous month, but 11.5 per ci 
higher than July last year. `. 
The money valne of retail sales 
July declined by 1.2 per cent asco 





prices of materials are advancing. In 
Wales there are few signs of improvement, — 
and the coal industry is: suffering from 
seasonal slackness. The tinplate industry, | 
is, however, a little brighter. ae 


NORTHERN DISTRICT: The cotton — 
trade remains fairly active but there is 
really very little improvement. in the 
general position. The demand’ for wheat — 
is no better but the piece goods: market 
still holds its own, E R A 
NORTH-EASTERN DISTRICT: There is 
some slight trade improvement to record 
in this area, but it is slow in development. 
The demand for pig-iron is better, but coal 
stocks remain in excess of requirements, | 
Shipping rates remain unremunerative. 


SCOTLAND: 





The grain and : potato / 



















per cent in 
England. 
handise rose; 
Tease for ntry as a whole 
amounting to 1.4 per cent. Except in 
Wales and the North of England, where 
a decrease of 3.3 per cent occurred, sales 
in all districts were higher by percent- 
‘ages varying from o.3 in the South of 
England to 6.6 in Central and West End 
London. 
_ Among the different categories of 
_ merchandise the largest increase (10.3 
per cent) for the country as a whole 
-took place in the hardware section, 
.- which had also shown an increase in 
June (5.6 per cent), Sales of furniture 
— (6.6 per cent), piece-goods (5 per cent), 
_ and fancy goods (4.5 per cent) were also 
_ higher in July than a year ago. The 
zest percentage decrease (4.2) was in 
ct of sports .and travel goods. 
e cost of living advanced a point 













































year. 


ore U.K. | 
dustrial Activity 
‘ndustrial activity in the United King- 
dom in the second quarter of 1933, 
s estimated from the particulars fur- 
shed from various sources to the 
oard of Trade, was 1.2 per cent greater 
yan in the first quarter of 1933 and 1-7 
per cent greater than in the second 
uarter of 1932, the index numbers for 
three periods (based on the quarterly 
verage of 1924=100) being 95.9, 94.8 
and 94.3 respectively. 

‘Compared with the previous quarter 
and with the June quarter of 1932, the 
provisional figure for manufacturing in- 
ustries shows an improvement in the 
June quarter of this year of 4.5 per 
cent and of 3.7 per cent respectively. 
he index for the June, 1933, quarter 
(02.2) is the highest recorded since 
iat of the September, 1930, quarter. 





Wireless Industry 
- Revitalised 
: perhaps the. most significant of busi- 
-E ness trendsduring August was the suc- 
cess of the Radio Exhibition at Olym- 
pia. In the space of a few days we saw 
a trade which has been suffering from 
--over-production  revitalised into new 
< life as the result of a single, well-timed 
_ piece of showmanship. The Radio 
`. Manufacturers’ Association estimates 
_ that the industry will be able to absorb 
_ thousands of new workers and 25,000 
additional square feet. It is estimated 
= that the industry’s three exhibitions will 
yield a turnover of something like 














ly to 139, comparing with 141 for 


Ss. _ plete recovery de 
fai -British 






» Ib une, the total of 
7,630,000 Ib, constituting a record. 
The expansion in the iron and steel 
figures continues to be satisfactory. In- 
dications that trade is reviving on Tees- 
side are emphasized by the decision of 
Dorman, Long & Co., Ltd., to re-kindle 
an idle blast-furnace at their Cleveland 
works, Middlesbrough, to produce basic 
iron. Railway traffics are still rising. 
In spite of the slight drop in employ- 
ment, motor industry exports continue 
to grow. The Austin Company is not 
alone in increasing its export figures for 
the past year by over 60 per cent. The 
Standard, the Singer and the Morris 
concerns all report big sales abroad. At 
home we are now the third largest 
motor-owning country in the world. 


Confidence is 

Returning Fast 

N one of these improvements, except 
perhaps that in the wireless indus- 

try, has been sudden or unexpected. 

We foretold most of them months ago. 

They are the direct result of steady 


„work and returning confidence through- 


out the country. There has been steady 
work in many other directions, too, and 
it should reap its reward during the | 
coming months, for confidence is grow- | 
ing every day. Coal, engineering, iron 
and steel, leather and boots, shipbuild. 
ing and shipping, and wool—all these 
industries are in a far better condition 
than they were a year ago, and their 
prospects are far brighter, 

The volume of buying in all direc- 
tions is bound to increase, especially in 
home markets, and practically every 
industry is ready to meet the increased 
demand. Export trade, too, should see 
some developments during the coming 
months, although world conditions are 
likely to interfere with Europe, the Far 
East and America so unsettled. 


Development 


Should Be Now 


N ow, then, is the time for the British 
business man to push ahead with 
the schemes and developments he has 
been contemplating for the last year 
or two. Conditions in this country are 
better. Conditions abroad are difficult 
without standing too much in the way 
of development. Many foreign rivals 
are at present making only half-hearted 
efforts to capture export trade owing 
to internal troubles, but it cannot be 
long before they redouble their efforts 
and so make the British exporters’ task 
far harder. 
Two or three months of new effort 







of confidence in the 
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hen we realize that it is just 
i -which has enabled the Brit- 
sh Empire, almost alone, to weather 
the storm of the last few years. Trade 
within the Empire, fostered by the 
- Ottawa. pacts, has been the mainstay 
| t Dominions. So much so, in fact, 
ie rest of the Empire almost keeps 
with Great Britain in trade re- 































































n Australian 
y Industry Revival 
tralia trade has definitely re- 
Jand exports are increasing in 
he shares of Australian pas- 
and. land companies have re- 
ponded to the firm opening of the new 
yool season at Sydney. Prices are 45 
per cent higher than at the opening of 
ast season's sales. Wool is the key in- 
O “Australia, and the importance 
sent movement to the coun- 
hardly requires emphasis. 
ecovery is not due to any arti- 
striction of output or withhold- 
supplies. It is a thoroughly 
movement. In the wool season 
osed on June 30 Australia had 
ip of 3,228,779 bales. Never- 
he whole of this was disposed 
he year in. which it was grown, 
he breakdown of exchanges, 
ers and other restrictions, and 
ising” prices; and stocks of 
ne 30 last in Australia and 
md were only about one-half 
they were a year earlier, while 
ool at South African ports was 
gible- Export of Australian wool 
past season amounted to 3, 044, 000 











000 more » than in 1 19 31 ‘and 1932. 
his is but one example of the better 
ditions prevailing in the Empire, 
ooo What can be said of Australia also 
applies’ to Canada, South Africa and 

=- o New Zealand. Employment is better. 
Trade within the Empire continues to 
expand, and more and more advantage 

is being taken of the Ottawa Agree- 


a ment. 
-Empires Expanding 
ae bony Soh 
“anada’s latest trade returns are in 


ee N every way encouraging. Official 

sta stics for July. show gains in nine 
‘ten. main export classifications, 
eC with: the game month last 
They ‘record. advances in exports 
n-ferrous: metals and their pro- 
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By ROBERT R. UPDEGRAFF 


An Unfinished Tale 


Selling merchandise or services is 
mostly hard work, and depends on an 
intelligent background of knowledge, 
plus perseverance; but there are times 
when some novel ‘‘twist’’ is needed to 
put over a transaction. For instance, 
a writer of my acquaintance once 
wanted to sell a monthly house organ 
service to a business organization, and 
at last he was commissioned to prepare 
a sample edition of four pages. On the 
basis of this the company was to decide 
whether or not to publish the magazine. 

A few days later the writer returned, 
bringing with him a specimen issue in 
type. The head of the business started 
to read it, and soon became engrossed 
in the opening article. When he turned 
over the page, however, he discovered 
that the second page was absolutely 
blank, The article was left up in the 
air, unfinished. 

He turned to the writer, slightly 
annoyed, saying: “This starts off all 
right, but how does it end?” 

“That,” replied the writer, ‘s 
exactly what your business readers will 
want to know. Shall we go ahead with 
the project?” 

To which there was only one reply, 
and a flourishing little house magazine 

vas started! All selling cannot depend 
on “experiments” such as this, but the 
salesman who is alert will make con- 
structive imagination do its part. 


> 


W hat W ould 
You Do? 


What would you do if you were 
starting your business all over again 
to-morrow morning? 

This is the question I recently asked 
the head of a large business organiza- 
tion. It took him only a moment to 
see its possibilities. Promptly he called 
several members of the executive staff 
into the office. “What would we do,” 
he asked, “if we were starting this 
business all over again this morning? as 

An animated discussion followed, in 
which several company policies were 


altered then and there—policies that 


have since clarified many details of the 


As A. Pee of this simple a Sieni 2 






it is only by adjusting | 
businesses to individual a 


policy of that business is now- being 
challenged to see if it is profitable, 
whether or not it could be developed 
further, or whether it might be Feplaced 
by a simpler method or policy. — e 

What would you do if you were si a rt- 
ing your business all over agani. E 
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A Strictly 
Private Office 


For somé years past. 1. h : 
tained a strictly private office whe 
telephone calls or visitors can distur! 
me. I find it invaluable for concen- 
trating on a knotty problem, or read 
through the inevitable accumulation 
periodicals and manuscripts. Tt. 
small office, miles away from the ne: 
shop or post office. It is located or 
top of a hill, so I can see for miles 
country around; or, if I prefer 
nestles in the shade of the woo 
beside a quiet pond. cael 

Yes, you have guessed — it, 
secluded private office is merel 
back seat of my motor-car. At. 
three every afternoon—rain or- 
L leave my regular office and tak 
my office-on-wheels, where much o ü 
best thinking and planning is done.. 





















Consult the 


Consumer 


We business men are. gradually dis: 
covering the consumer. It is he who 
decides whether the wheels of business 
shall turn swiftly or slowly—or not turn 
at all. It is he, not ourselves, who 
makes the final decision. as to the colour, 
size, unit, form, and price of the pro- 
ducts of business. In hard timës we 
discover, or rediscover, this funda- 
mental fact. 

Would it not be well for us to ‘cone 
the consumer more than we do? © 
least strive to learn more about him 
tastes, and his habits? In the 
determines whether a business Su 
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consu him in the beginning. 
































Invoices ready in time for the evening mail— whereas formerly they were frequently too 
late. Stock orders despatched a little earlier, because the details. reach the warehouse soone: 
Manufactured orders ex- 
pedited, because the 


dockets reach the works 


ee) i= A an hour or two sooner. 
ND SEE It's not so much the actual 

and visible saving of time 

ARAGON to the clerk or typist that 
STATIONERY routine consequent upon 

its use. Come and see this 


makes Paragon Speed 
D ONSTRATED proved at the White City. 


Stationery so valuable. 
is the infinitely more in 
portant speeding ulj 





BUSINESS EFRICIENCY EXHIBITION 


WHITE CITY, SEPT. 26 — OCT. 6 65 


CALL AT STAND 53 ALSO 


Every fourth new standard typewriter 
purchased in Great Britain to-day is a 
British-right-through 


Imperial 


Visit our Stand No. 57 at The Business Efficiency 
Exhibition and see it demonstrated 


Imperial Typewriter Co. Itd, Head Office & Works: Leicester. 
London Office: 73a Queen Victoria Street, E.C.4; shortly changing to 
85 Kingsway, W.C.2 
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MOST 
EFFICIENT 


ECONOMICAL 


& RELIABLE 


For Sale outright or on Rental 


WRITE TO 
RELAY AUTOMATIC TELEPHONE SECTION 


SIEMENS BROTHERS & C9 L? 
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See our exhibit at the Building Cenire, 158, New 


SUCCESSFUL 
CAREERS 
1M 











F. D. C. Mackay 
Principal. 


Commerce, Industry, Accountancy, Secretaryship, Shipping, 
Public Services, Banking, Insurance and Civil Service. 


BRITAIN’S GREAT HIGHWAY If you will make an effort by THE PROSPECTS FOR 
TO SUCCESSFUL CAREERS ‘2iningathomein your spare TRAINED MEN WERE NEVER 


time to qualify for a respon= 
Not just a few, but literallythou- sible position, The School of BETTER The need for a higher 
sands of School of Accountancy Accountancy will stand by standard of ability and ad- 
students have risen from the you until you succeed. ministration in Commerce and 
ranks to important, well-paid J. D. C. Mackay. Industry is creating greater 
positions in Commerce, Industry, Banking, In- opportunities than ever for trained men and 
surance and Public Services at salaries ranging women who can apply more efficient methods 
from £350 to £2,000 a year. They have achieved of working and organising. Whilst the pros- 
their successes as a definite and direct resultof pects of the untrained tend definitely to 
School of Accountancy Postal Training. Not deteriorate, the prospects were never better 
only have these men and women, most of them for those who have the courage and enterprise 
of average intelligence and education, multi- to fall into step with the new conditions of 
plied their salaries; they have also made business and to qualify, in their spare time, 
their futures secure. for higher-paid positions. 

Many great Business Leaders strongly advise School of Accountancy training as the surest 

and quickest method by which ambitious men and women can achieve successful careers. 


@ Write to-day for the free 180 
page Guide to Careers. 







@ Civil Service Careers—Ask for 
Special Civil Service Guide. 


THE SCHOOL 


57 Bush House, London, W.C.2 
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17 Regent House, Glasgow, C.2 
Shell House, Johannesburg 






38-39 UPPER THAMES ST. LONDON E.C4. Phone: CITY 5350 
Le 


Bond Street, 
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This valuable 180 Page 
Guide to Careers. 
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Some Chaptersinthe Guide: 
Advice from Business 
Leaders. How Office men 
and women can rise to ap- 
pointments such as Account- 
ants, Company Secretaries, 
Cost Accountants, Othce 
Managers, Auditors, 
Cashiers, etc. How technical 
men can qualify as Commer- 
cial and Works Managers. 
How salesmen can climb 
to management positions. 
Courses for Youths and 
Young Ladies. Students’ 
Success Reports certified by a Char- 
tered Accountant. Opinions of eminent 
University Lecturers on tse School's 
service. Tutorial Staff and Methods of 
training. The School’s incomparable 
record of successes in the Accountancy, 
Secretarial, Banking, Insurance, Matri- 
culation and Commercial Examinations. 
How the Principal’s advice on the prob. 
lem of your career can be obtained free. 


EXAMINATION 
SUCCESSES 


The School surpassed every other College 
in the Accountancy and Secretarial Exam- 
inations held in 1932 by gaining nearly 
twice as many First Places as any other 
educational institution in Britain. 


Special Autumn Offer For full 


particulars of a special Autumn offer 
whereby students enrolling soon can obtain 
tuition at considerably reduced fees — see 
special note in the prospectus. Write for 
your copy to-day. 


CIVIL SERVICE CAREERS 
Inspector of Taxes, Customs and Excise, 
Executive Class, Clerical Class, Post 
Office, Writing Assistants, Typists, etc 
Age limits 15 to 24. 





“Strongest of all” 
_BUSINESS-PULLER 


A bout fourteen years ago this firm 

\, decided to extend its advertising 
- and to introduce an improved con- 

‘ol to meet the increasingly exacting 
s of märkets. , 
items of manufacture are 
steel castings, cement plant, 
ag and grinding machinery, rail- 
nd tramway track and steel and 
rmanent magnets. 

The company’s sales promotion and 
distributive systems are international 
and embrace a well-planned publicity 
partment, home and foreign sales 
artments, a force of technically- 
ed salesmen and .a network of 
branch offices and agencies throughout 
ə world. 

In common with every concern sell- 
technical products to technically- 
ed men in widely diverse indus- 
this firm was faced with several 
narketing problems. 
~ One of the main weaknesses which 
< was. notable and which the company 
-< set out to overcome was the uneconomic 
overlapping of advertising in the techni- 
< eal trade papers by reason of the over- 
. lapping circulations of these papers, plus 
_ the fact that definite information and 
_ figures about their circulations and areas 
of coverage were unsatisfactorily vague. 
en to-day we consider that this situ- 
on is far from clear. 
fhe company considered, too, the 
f other advertising, including 
competitors’ announcements, in the 
trade papers which had to be fought 
with to gain reader-interest, and also the 
_ fact that it was difficult to trace any 
results from this form of advertising. 
_ It was considered more than probable 
_ that many valuable prospective custo- 
- mers and even prospective new markets 
_ were being missed because of this vague- 
ness and lack of control of the position. 
Vithout implying any adverse reflec- 


















































magazine as a publication of 
definite value as well as in- 


“terest to users of their products 


examining the position the expert sug- 
gested a serious, informative and pro- 
fessionally-written house magazine. _ 


Why the House Organ Medium 
was Chosen 


This decision in no way interfered 
with the continued use of tested and — 


approved forms of trade-paper, cata- 
logue, etc., advertising, but it intro- 
duced a new, comprehensive and versa- 
tile medium which, it was hoped, would 
unify and generally render more pro- 
ductive all the business-getting and 
goodwill-fostering activities of the com- 
pany. The following are other reasons 
why this form of publicity was chosen : 

(a) Eventual cutting out of waste 
circulation plus a distinct probability of 
reaching all hitherto neglected prospects 
at relatively small expense. 

(b) Ability to reach scattered and 
previously inaccessible prospects at an 
annual distribution cost (in England) 
of twelve wrappers and 12 halfpenny 
stamps per prospect. 

(c) Flexibility of appeal combined 
with speed and economy of distribu- 
tion; also privacy as regards revelation 
of sales-tactics, etc., to competitors. 
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Not every firm could make 
this use of a House Magazine 
but there are many concerns 
which ARE in a similar re- 
lationship to customers and 
who could plan along these 
lines the use of their own 


This HOUSE ORGAN is our 
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What the Magazine was Designed 
to Do | 

The chief aim of The agar Allan 
News was so to interest, instract and _ 
inform actual or potential users of our 
products that whenever they needed — 
lines which the company supplied, they 
would make their purchases fom aoo 
either by way of the inserted request. 
and order-forme, by corresponience, or > 
through one of the firm’s branches or ăćăć 
agents; or, again, that they would ask 
one of the company’s sales-represenia. 
tives to call. oe 

A secondary objective was to have = 
an independent rostrum for publica. 
tion of the firm’s technical Radings and 
to some degree for the airing 
lightened industrial philose 

Incidentally, though » 
much a predeterminec 
, The Edgar 











was decided to make the maga- 
gine a plain, business-like production, 
free from all. frills and furbelows, and 
a “smelling” not of publicity but of the 
company's. production and technical 
departments... The page-size selected 
= o was 10}*8 inches, of a good, white, 
_. super-calendared stock. Ink was black, 
and type was of a sober, legible nature. 
An average issue contains 24 pages, and 
the format is such that the reader is 
plunged at once into serious text with- 
oe out the barrier of a ‘‘jacket’’. 
= This direct start we consider not only 
Cee correct practice in the case of a rela- 
tively slender journal, but an improve- 
“ment over the usual outer-cover, title- 
eaf, and introductory pages of display 
advertisements. The paper is published 
1onthly, and is priced at 6d. This 
prestige. and also tends to deter 
: catalogue- -hunter or ‘“‘brain- 

























irculation of 15,000 was the 
e originally fixed, special care 
given to the following points calcu- 
n worth-while growth : 





















; editorial standard equal to that 
the professional engineering Press. 
b) 100% accuracy of all tabulated 
tter. (Technical items of every kind 
. most carefully checked by experts.) 
c} The avoidance of naked or 
y-veiled puffs regarding the firm 
ts products. When it is desired 
ertise, definite display spaces are 
5 -Aled with straightforward 





t ting-out of stale jokes 
| comments on general matters. 
en concentration on serving 
s and needs of readers, to- 
a studious avoidance of 
. The successful double 
house magazine issued to in- 
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to the text. When illustrations are 
used, these must actually ilustrate. 
Copy is written by members of the 
E.A. staff; occasionally by members of 
the Board; by outside experts and by 
qualified customers and ‘‘prospects’’. 


Subjects which We Find Readers 
Like Best 


. By experience we have found that 
readers like straightforward technical 
articles describing machines or engineer- 
ing processes in which they are engaged 
or interested. 

Other topics include descriptions of 
manufacture and of performance of the 
firm’s products; stories dealing with our 
installations at the works of well-known 
customers, and also hints on packing, 
shipping, assembly and maintenance. 

Another popular feature is a monthly 
review of current literature based upon 
steel and engineering machinery. 

Raw materials from which the com- 
pany’s specialities are made have 
formed the basis of many well-received 
articles. 

Details of tests, both practical and 
theoretical, have likewise made helpful 
reading. 

No matter what other features are 
crowded out, a page of “‘Steel-Problems 
Investigated” is always given space. 
This feature, we know, is noted and 
inwardly digested with especial avidity. 

Another popular item is a page of 
‘“‘Abstracts’’—the pith of the latest 
U.S.A. and Continental steel and engi- 
neering practices as outlined in the 
foreign trade Press. This item is keenly 
appreciated by readers in important 
posts who are too busy to study foreign 
papers themselves and yet wish to keep 
abreast in these days of rapid progress. 

Biographies of famous ‘“‘steel-men’’, 
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-o This Magazine is Planned to :— 






o i 


Provide users and prospective users with unbiased technical infor- 
mation on the exact products of their trade, thereby covering the 


field more intensively than general publications 


2. Propagate news of the firm’s developments, not as pure advertise- 
ment, but as matter of technical interest 







: as editorial text 
— | By Doing this it Secures :— 


i other media 












To boost its own products in legitimate advertisements not disguised 


T A well-read circulation more concentrated than that offered by 


„Economies by avoiding overlapping circulation of other media 


3. Goodwill of readers through the technical value of the text and 
the: stralghtforward display £ of advertisements nae 


‘is now 15,000 per month. Overseas 






© we can definitely state that 


” Gaoulation has grown steadil 






foreign demands have been especially 
gratifying, and have called 3 foreign — 
editions in various languages into being. = 

New circulations of the right kind 
has been secured by means of cards — 
inserted in each monthly issue inviting — 
would-be readers to furnish their names _ 
and addresses. And it is believed that 
the journal now reaches the bulk of our 
customers—~actual and possible. oe 

Circulation, too, is extended in other — 
ways. The paper is on file in public — 
libraries and reading-rooms. Technical _ 
schools have copies supplied to their _ 
libraries, also engineering clubs are sup- - 
plied. oe 
In a sentence, we send The Edgar oes 
Allen News wherever business may one _ 
day result. To keep the circulation 
“live”, however, and to save wastage, 
lists are periodically checked and- the 
“dead wood’’ removed. : 

Addressing is done from addécass 
graph plates, and despatch is effected 
in bright yellow wrappers under 4 
printed postage rate to Home 
The magazine is folded for 
the wrapper, in addition 
printed to facilitate return in case 
non-delivery (thereby enabling the ma 
ing list to be corrected), also bears 
advertising slogan for the com; jä: 
products. e 


How Much does it Cost we 
Produce ? 


The approximate net cost of 
“E.A.N.” is 2d. per copy post 
it is our view, based on actual 
ence, that no other form of p 
can compare with ‘The News 
for modest initial cost, for low 
inquiries, or for volume and qualit 
inquiries and orders. a 

Costs are held down in several ways. 
In the first case, competitive printing 
estimates were sought and a keen figure 
secured from a good and “near at hand” 
printer. aN 

Costs are very largely reduced, too, 
by the carrying of approved advertise- z 
ments on behalf of other firms, bü 
scrupulously avoid the besetting si 
bullying our own suppliers into. ta. 
space, = 

Another saving has been secure? ya 
special type of paper stock of a weight 
just sufficient to fall below the d: 
postage maximum. re 

Again, we reduce expense by avoiding: a 
fancy type settings and elaborate dis- _ 
plays which, in our opinion, are rarely aS 
effective with technical buyers.” 

Another “economy” is the fixing o 
a smal Mesk rl in mo: case 
‘‘literature-hunters’’ | 









































— Does it Pay — 
In reply to this most vital 


id Continued. on. ” Page : 


MARKETING - ADVERTISING - 


SELLING 


Six Reasons Why 
TRE DACKAGE 
Sets More Goods 


one of the Exhibits was outstand- 

ing in its importance and signifi- 
cance. That was ‘‘Packeteria’’, the 
shop of 1950, in which every product 
was packaged. 

This display was significant, not 
merely as an interesting display, but 
as an indication of a definite trend 
in the development of marketing. The 
very fact that such a forecast of the 
future was made absolutely confirms 
the conviction among manufacturers 
and marketing experts that the package 
is the most powerful force (and will be 
developed into a still more powerful 
force) in the selling of merchandise. 

The list on this page of the six advan- 
tages of the package is probably not 
entirely complete. They are, however, 
the six most outstanding advantages, 
and they can all be employed to-day 
by any manufacturer who has not yet 
taken up the package as a marketing 
force, or who, though using it to some 
extent, has not yet fully investigated 
its enormous potentialities. Take these 
six advantages in their order: 


A the recent Advertising Exhibition 


+ 


ONE. The hygienic properties of the 
package has revolutionized business for 
many manufacturers. In the grocery, 
co_iectionery and chemists’ trades par- 
ticularly it has helped to build sales. 
Foodstuffs, like sugar, tea, butter, 
raisins, currants, dates, tea, all kinds 
of sweets, tooth-brushes, sponges, etc., 
were formerly sold from open bulk con- 
tainers, collecting the dust, dirt and 
bacteria from long exposure and care- 
less handling. The package came along 
and made an instant and powerful 
anpeal to the buying public by reason 

t the safeguard it offered through pro- 
techion from these dangers. 

Certain kinds of fish, sausages, meat 
pies «ad even complete meals, are now 
appealing to the consumer through 
being packaged. But the list is not 
exhausted. Every day sees some addi- 
tional product appear in its package. 
What about your lines? 


+> 


TWO. Eighty-five per cent of every- 
day purchases are made by women. 
What is the strongest selling appeal you 
can make to a woman? Something 
which appeals, through her eye, to her 
senses of beauty, fitness for purpose, 
convenience in use or novelty. The 
package can make all these appeals. 


HERE THEY ARE— 


I, HYGIENIC: Contents preserved In first-class conditlon. No 
risk of loss by contamination or exposure. 


2. AESTHETIC : Stimulates that most responsive buying impulse— 


the EYE of the consumer. 


5. 


a i yg 


A GUARANTEE: More easily displays a manufacturer’s Brand, 


which assures the purchaser a known standard of quality In the goods. 


EASY TO HANDLE: Saves space, time and money at every 


handling from factory to consumer's home. 


HOOKS UP WITH SALES CAMPAIGNS : in colour, shaper 


size, novelty, display qualities, etc., can be devised to lock up with 


the main drive of an entire marketing campaign. 


ASSISTS MANUFACTURE : Com plete packaging can be done 


at highest speed, simplifying operations, reducing overheads and 


enabling full speed of mass production to be maintained. 


Look at wonderful containers in the 
toilet trade. There is no other word 
for them: they are beautiful. They 
literally sell the goods on sight: that 
is no exaggeration. Many toilet con- 
tainers, too, sell for their convenience 
as well as for their beauty. They are 
dainty, easy to carry in the handbag, 
easy to use. They create sales. Look 
at the packages and tins containing 
ordinary products, boot polish, salt, oil, 
eggs, and soon. They make an appeal 
because they are easy to tse. They 
have a special lip, a wide mouth, a 
‘‘self-opening’’ lid, shock-proof com- 
partments or some feature which, for 
convenience, appeals to the prospective 
buyer. Can you give your containers 
some extra point of appeal like this? 


+> 


THREE. A product sealed in a 
package bearing a branded name of 
repute satisfies a customer at once that 
she is getting a known standard of 
value for her money. It might be 
argued that a brand name or a trade- 
mark might ensure this anyway, with- 
out the aid of a package. But every 

e gives the manufacturer a small 
solus advertising position upon which 
his brand or trade-mark can be promi- 
nently displayed to prospective custo- 
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mers. The package, recognized on 
sight, is the most readily acceptable 
guarantee of good faith. 


+ 


FOUR. No business man will for a 
moment question the enormous advan- 
tages under this heading. Apart from 
the ease and speed with which packages 
can be handled and packed in the fac- 
tory, the warehouse, and in transporta- 
tion, the factor of easy handling has 
revolutionized business for the retailer 
and stimulated the demand of the 
buyer. More and more products are 
packaged every day because this quality 
makes them easier to handle Some 
months ago Business published an 
article showing how packaging enor- 
mously increased the sales, against the 
keen competition of gas and electricity, 
of coal! 

+ 


FIVE. Packaging enables a manu- 
facturer to standardıze the appearance 
of his goods in the eyes of the buyer. 
His advertisements, retailer displays, 
signs, booklets, delivery van bodies, 
etc., can all be made to link up with 
the standard design and colour of the 
package, thus producing a very valu- 
able cumulative impression on prospec- 


(Continued on page 43) 


IDEAS 
IHAT 

HAVE 
SOLD 


THIS DEALER-AID 
COSTS VERY LITTLE 


A well-known radio manufacturing 
firm adopts a simple plan to extend the 
use of fibre packing cases long after 
they have served their original purpose 
of protecting the goods during convey- 
ance to the retailers. A range of well- 
designed advertising and window dress- 
ing displays was drawn up and printed 
in colour on sheets the same sizes as the 


outside dimensions of the various pack- 
ing cases. These sheets are supplied 
free to retailers who paste them on the 
outsides of the cases after the goods 
have been unpacked. So covered, the 
cases make admirable display stands for 
window, counter, or any kind of interior 
arrangements for the radio company’s 
goods. The retailers, moreover, need 
no urging to make use of this extra 
publicity material as it is obviously so 
helpful in fulfilling a definite need. 


GIVES SALES LETTERS 
A BETTER CHANCE 


A firm which secures most of its 
business through the post has found 
that it pays to consider the time at 
which a prospect receives a letter. 

It was found that many a letter was 
wasted when it arrived on a prospective 
customer’s desk with a heavy mail, and 
so had to compete for his attention. 

This condition was first suspected 
when it was noticed that there was a 
great deal of difference between the 
pulling power exerted by the same 
letter when it was sent out on differ- 
ent days. Tests were then made which 
proved that letters posted so that they 
were received on Tuesday, Wednesday 
or Thursday, pulled about 20 per cent 
better than those received on Monday 
or Friday, and about 50 per cent better 
than those received on Saturday or the 
day before a holiday. It was also found 
better for a letter to arrive in the after- 
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noon than in the morning. This latter 
applied particularly to selling letters 
directed to private houses and offering 
products to women. In the afternoons 
it was found that women were much 
more inclined to sit down then and. 
there and study the letters. 


MAKES NEW CUSTOMERS 
AND KEEPS THEM 


A firm manufacturing bird seed has 
made a novel and profitable link-up 
with a firm manufacturing high grade 
bird cages. In the form of a transfer 
affixed to the removable sand tray in 
the base of the cage the user finds this 
wording: ““Your bird is now housed tn 
one of the famous cages, the 
best of its type that you can buy. See. 
that your pet lives long to enjoy it oy 
providing him every day with ......... 
food. On receipt of a card we shall be 
glad to send you, free, a booklet on the 
care of your bird and to place at your 
disposal at any time the free advice of 
our experts. When writing, state spe- 
cies and, if possible, LEOA MAER age of 
bird . . . ete.’ 

This well-framed offer of service has, 
we understand, enormously increased 
the sale of the firm’s bird food pro- 
ducts. It is a good example of sales- 
building power of intelligent assistance 
on the part of a manufacturer to the 
user to get the best out of a purchased 
product. 
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Install a 
CARTONIA 


NTH EVERY YEAR.... 


INDICATOR! 


To ascertain whether her 


By eliminating Interruptions 
and minimizing wasted time, 
Cartonia Indicators are sav- 
ing as much as a month a 
year for many busy firms. 


chief is “out”, engaged, or 
whether she may enter, the 
secretary touches a button 
on the Indicator and the 


R: Ee ~i F oe This is a user’s estimate —— message appears. 
‘4 Goer and not ours. 

By operating the switch on 

his desk, the executive sets 

the Indicator—which stands 


on his secretary’s desk. 


The Cartonia Indicator is 
easily installed, and its cost 
is surprisingly low. Mainten- 
ance charges are nil. 


Tr 








@ Enquiries invited from British Agents interested in “Cartonia’’ 


A user sprites: 





“... a most useful addition |i 


a the equipment installed by 

. With a view lo increas- 

, efficiency . . . kas greatly 

t uced the annoyance prev- 

jously caused by constant 

interruptions ... saves much 
tims.” 


j we | 
= . CARTONIA INDICATORS 


38 & 39 BROAD STREET AVENUE, LONDON, £.C.2 


Phone? London Wall 1405 


NOTE NEW 


ADDRESS 


Gate, Streets, 





PROMINENT USERS INCLUDE : 
Aldaragate Warehouse Co, Ltd., Caslon, 


Recorder Press, Polytechnic, Cow & 











Your Greatest 
Asset 


The keen, clear brain and first-class 
working capacity which come from 
perfect health are your surest safe- 
guards against business depression. 
Notice how you sit to work. Your 
shoulders are stooped and your chest 
caved in, cramping vital organs and 
robbing your blood of the oxygen it 
needs. Of course, you can’t feel as 
fit and energetic as you should. 

You need a Tan-Sad Health Chair. It 
will brace you up, support your back 
and expand your lungs; you will 
breathe, and your body function as 
Nature intended. You will notice the 
improvement both in your work and 
-in enjoyment of your spare time. 





Write or phone for full particulara of our 

Free Trial Offer, or you will be cordially 

welcomed to ofr Stand R37 at the 
_ Business Efficiency Exhibition. 


THE TAN-SAD CHAIR CO. (1931) Ltd. 


3, Avery House, Clerkenwell Green, London, E.C.1 


Telephone: Clarkenceell 3098/5 
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ro minutes lost each morning mounts 
up considerably——cat it out! Modern 


business has no room for unpunctu- 
ality—tlost time reflects immediately 
on your profit, Encourage good 


time- without causing resent- 
ment. he ficient members of your 
staff will welcome the G.B. for its fair- 
ness aod impartiality. Models for the 
smallest office or the largest works. It’s 
an economy to instal the G.B. System. 


Visit Stand No. 61, White City 


Gledhill-Brook 


TIME RECORDERS LTD. 
38 Empire Works, HUDDERSFIELD 


PRIVATE 
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‘Supplied from stock or 
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I so, we suggest that 
you get in on approval 
for comparison 


ANY FOREIGN-MADE 
MACHINE AND AN 
ENGLISH-MADE 


BAR-LOCK 


TEST THEM BOTH 
AND BUY THE BEST 


BAR-LOCK (1923) CO. 
NOTTINGHAM, ENGLAND 
Telephone: Nott, 75141/2 


STAND No. 27 
BUSINESS EFFICIENCY 
EXHIBITION, White City 
London, Sept. 26-——~Oct. 6 

By the same makers: THE 
BAR-LET PORTABLE 
Cash Price £8:8: 0 








WELL - CHOSEN 





END ‘Mouldings of 

Merit” this Xmas— 
any design inany colour, 
cleanly moulded in bake- 
lite. Distinctive, yet 
inexpensive. Your 
trademark or signature 
worked into the design. 









will be in 
constant use 









to your own require- 
ments, 

Choose in good time 
to get the best results. 4 
Our experts will gladly * 
assist you-—their ser- 
vices are free. Write 
or ‘phone ‘Tot. 4256/8 


Write for complete list 
of designs and prices 
Derby Rd. Works, 


Montague Rd., 
Edmonton, London, 
N.18 





MOULDINGS OF MERIT 


H 


easily. She gains three hours eve 


mechanical routine, and can thus do more sec- 
retarial work for her employer, relieving him of 
many tasks,.and improving her status. 


Business Exficiency Exhibition, 
White City, Sept. 26—Oct. 6 


Distributors in all leading citres 





Under old-fashioned methods of dictation, the 
typist performs merely mechanical duties, and 
has little scope for initiative. And to this is added 


the discouraging task of doing the same work 


twice—taking shorthand notes and then typing 
the same dictation. 


In Ediphone Voice-writing she types at her con- 
venience directly from 


e distinctly recorded 
voice which is always under her control. 


She does her work better, quicker, and more 
day from 


Our new Ediphone book, ‘““Now-—how about 


MY business?” contains vital information for 
executives and stenographers. It tells how Edi- 
phone Voice-writing benefits the entire business 
organisation—by saving time, labour, and ex- 


pense. Write now for your copy. 


Some well-known Ediphone Users 


British Thomson-Houston Co., Ltd. Gramo- 


hone Co., Ltd. W. T. Henley’s Telegraph 
orks Co., Ltd. Imperial Chemical Industries 


Ltd. L & General Assurance Society, Ltd. 
Kodak, Ltd. J. Lyons & Co., Ltd. Morris 
Motors, Ltd. 


STAND No.7. 
THOS. A. EDISON, Ltd., 
Victoria H Y Place, 


ouse, Vernon 
pion . 
W.C.c. (Telephone: Hol. ) 
ouse, " 
treet, Manchester; and at 
uwming- 


S 
245, Corporation Strest, B 
ham. 
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VOICE WRITING 


SAFELY and 
SPEEDILY 
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inan LMS 
CONTAINER! 


“ Why haven’t we used them before ?” will be the 
question you'll ask yourself when you begin sending 
your goods In LMS containers. 


There's a container specially designed for every 
transport job. Confectionery, groceries, boots and — 
shoes, earthenware, machinery, frozen and chilled 
meat—whatever the consignment may be—are care- 
fully packed by experts and the goods are not handled 
again until the customer unpacks them. No chance of 
breakage and pilfering. Packing costs are cut down 
to a minimum. 


For full particulars about transport by LM $ containers 
you should get Into touch with your local LMS Agent 
or write to the Chief Commercial Manager, Department 
B, Euston Station, London, N.W.1. 


SEND YOUR GOODS . . 
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CONTAINER! 








How » 


Criticism Reduced Our Costs 


By The PRODUCTION DIRECTOR 
of a Well - known Engineering Company 


è have always con- 

sidered that our factory 

foremen and prodaic- 
tion department heads are a 
highly-efficient lot. We know 
from observation that each 
one of our forty-odd foremen 
and their assistants must, in 
order to produce the results 
they do, have become expert 
analysts and masters of the 
problems and work in their 
particular departments. It 
has long been obvious that 
each foreman has unquestion- 
ably evolved and applied 
time-saving ideas which 
might, with profit, be applied 
elsewhere in the organiza- 


tion. 
How Can We Combine Fore- 
men’s Special Knowledge ? 


The question we asked ourselves, 
therefore, was: Could we combine the 
knowledge and experience of our indi- 
vidual foremen and harness this invalu- 
able asset so that it could be applied 
in its combined force for the benefit 
of each department? We considered 
that by this means we could still further 
reduce our production costs in ways 
which had not become apparent in the 
ordinary schemes of routine economies 
that had been put into force in the past 
few years. 

We therefore aleà a mass meeting 
of our foremen and all production 
department heads and explained to 
them what we wanted to do. 

The outcome was the formation of 
an organization which had for its pur- 
pose ‘‘the promotion of greater effici- 
ency, departmental and individual, the 
lowering of costs, the improvement of 
quality and the making safer and more 
pleasant all factory operations”. We 
called it the Efficiency Council, and 
decided on one meeting a month. Every 
foternan and production department 


ment. 


conditions 


When a foreman criticises his own 
men, that’s one thing. When 40 fore- 
men sit in judgement on one another, 
that’s something quite different. This 
article explains the administrative 
plan which makes each foreman a 
target for the others. 
quired to defend his own depart- 
The result is improved 
quality of work and better working 
throughout the ` factory 


Each 


head was constituted a member with 
the production director as chairman. 

The idea was that a definite depart- 
ment should be named at each meeting. 
During the month ensuing between the 
‘‘naming’’ and the next meeting, every 
foreman in the place should take his 
opportunity, preferably unknown to the 
foreman of the named department, to 
look over that department and find 
every fault he could with it. 


Mass Criticism of One Depari- 
ment at a Time 


On the first Monday of each month, 
therefore, a period of study having been 
completed, the foreman of the named 
department finds himself at the meet- 
ing, figuratively speaking, in the posi- 
tion of an accused man in a court of 
law. His is the privilege at this meet- 
ing to listen to the indictments made 
against his department. Each member 
usually makes from one to a dozen 
criticisms and suggestions for improve- 
ment. These may cover an instance of 
unsafe machinery or fixture, output 
ratio of a particular operation, cleanli- 
ness, lighting, or any one of the numer- 


is re- ` 


ous factors affecting manufac- 
tunong cost. 

No criticisms aro recog- 
nized unles they are con- 
structive in character or un- 
less a suggestion for ımprove- 
ment is offered at the same 
time. 

The criticisms and sug- 
gestions are recorded in 
the minutes of the Council 
—all meetings are conducted 
according to properly drawn- 
up permanent rules—and a 
typewritten copy of the sug- 
gestions is furnished to the 
foreman whose department 
has been criticized. With the 
transcript of the full list of 
indictments thus in his hands 
he is appointed his own attorney and 
given until the next meeting to act upon 
the suggestions as he thinks ft. 


How the “Accused” Defends 
His Posttton 

At this next meeting each indictment 
is read out by the Council’s secretary, 
and the ‘‘accused’’, as his own attor- 
ney, is required to reply to each 
criticism or suggestion, reporting on the 
action he has taken, or defending his 
position if no action has been taken. 

The privilege of discussion is open 
between the maker of a criticism and 
the foreman criticized, where the reply 
given, or action taken, is not satis- 
factory to the maker; but obviously 
discussions of this nature must be 
limited in length. 

Cases sometimes arise, of course, 
where a suggestion made requires 
extensive analysis outside the sphere 
of this foreman, or involves managerial 
decision and approval. Under such 
circumstances the foreman is required 
to request such analysis or decision, 

The details of the routine need not 
be covered in this article, it is sufficient 
to state that the routine set up assures 
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the final adoption of a suggestion, “‘as 
is’’, or its final rejection, with reasons. 
We ensure that all criticism is made 
and received in a completely impersonal 
sense. Such is the spirit ruling at the 
meetings that never any suggestion of 
personal ill-feeling arises. Any ill-will 
would, of course, be absolutely fatal to 
the idea. Our genial secretary's con- 
trol is such that the foremen are, to a 
man, a hundred per cent in favour of 
utilizing the Council to the full. 


Incentives which Keep Enthu- 
stasm for the $ wr 


To stimulate and maintain the 
enthusiasm of members, various means 
are employed, and are changed from 
time to time. For one thing, we main- 
tain a running personal efficiency 
record of the performance of each 
member’s work in the council, based 
on the type and number of constructive 
criticisms made from month to month. 
This record, or chart, is subject to 
publication and distribution to all 
members, and to the management. 
Naturally, no one wants to be at the 
bottom of this list, with the result that 
friendly rivalry for places at the top is 
always in effect, again to the benefit of 
the council’s objective. 

Various types of special cost reduc- 
tion contests are also inaugurated from 
time to time, with a cash prize as the 
reward for the best ormance. At 
this writing one of these contests has 
just closed, the results of the contest 
netting the company an annual reduc- 
tion in cost equal to 530 times the value 
of the prize awarded. 

‘We also endeavour to give additional 
spice to the programme at the meetings 
by providing excellent outside speakers 
at each month’s meetings. Attendance 
at this part of the meetings is usually 
augmented by inviting non-member 
department heads and company execu- 
tives to attend. 

Membership of our Efficiency Council 
is limited to departmental foremen, 
general foremen, and heads of depart- 
ments whose activities appear on the 
company’s operating report as contribu- 
ting to factory cost of the products. 


We find the Dinner Session 
Idea very Effective 


Officers of the council consist of a 
president, a vice-president, and a secre- 
tary elected annually by ballot. 

The meetings on the first Mondays 
of each month are held after working 
hours and in the evening, each being 
a dinner session in the company’s 
restaurant, all costs being paid by the 
management. 

A point we strictly observe is that 
all criticism and discussion must be 
conducted extemporaneously. Nothing 
may be read. 

Examining the record of the council’s 
achievements during its nearly two 
years of existence, we find that the 
results obtained have far exceeded our 
most sanguine expectations. We have 
effected cost reductions which probably 





would not have been realized in any 
other way. 

Not only have we benefited from a 
cost reduction viewpoint, but our fore- 
men have been welded into a closer 
co-operative group, appreciative of each 
other’s problems. 


Indicates the Best Men for 
Subsequent Promotion 


Another beneficial result of the plan 
is found in’ the opportunity given to 
study and select promising men for pro- 
motion. It is hard to think of a better 
way to size up a foreman quickly than 
to hear and watch him reply to the 
criticisms of conditions in his depart- 
ment, His ability to think quickly and 
think on his feet, his ability to keep his 
temper, his aggressiveness, diplomacy, 
the vigour with which he has corrected 
wrong conditions, all these qualities and 
others as well are revealed in that hour 





Items from Council 
Minutes 


Some Criticisms of - 
Department “A” by Other 
Council Members 


A drilling machine stands idle in the 
department. Looks as though it has not 
been used since installed about nine 
months ago. 


Heat from melting pot makes moulding 
operation an uncomfortable one. Ex- 
tension of exhaust system to cover the 
pot suggested. 


Exhaust system should be equipped with 
shut-offs at each opening, saving power 
when machines are not in use. 


Scrap borings transferred. from depart- 
ment are mixed with rubbish, rags and 
aper. Better prices obtained for clean 


rings. 


if each punch press were equipped with 
a release valve, air for blowing away 
parts would be needed only on the up- 
stroke Instead of constantly. 


Messy condition of floor around lathe 
criticised. If each lathe were boxed up 
from the floor to the lathe bed turnings 
could be confined to the lathe. A sult- 
able door, the length of the box, would 
permit cleaning out the box. 


Three hundred rejected range frames 
have been stored In east end of the 

~ department for several months. Frames 
should be corrected and moved or sold 
for scrap. 


A saving of 10/- per 100 parts would 
result from the use of defective baffle 
plates as material from which to shear 


coll supports, 


Operators are stopping work too soon 
before finishing time, both at noon and 
at night. 


A special fixture with a hopper or 
m ine feed suggested to improve 
and speed up press assembly operation 
on bushing supports. Hopper feed 
could be channelled to feed bushings to 
desired hole In the ta the other 


| channels being shut 
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in which he stands before the council.’ 
For this reason alone two or three of 
our higher executives always make it: 
a point to drop in at some time during. 
the monthly meetings. . 

Our organization named The Effici-. 
ency Council has, in short, realized the 
promise of its title, individually: and 
collectively, industrially and mentally. 


+— . 
REDUCES 
TOOL BREAKAGES 


T average machine operator does not 
think: of tools in terms of sbillings and 

ence. If he breaks one, all he has to do 
is to go to the tocol room with the broken 
oy and draw a new one. He has not 

een properly instructed; he has no con- 
ception of all that goes to make up the 
cost of every article that is produced in 
the shop. : 

Every live works manager knows what 
the cost of tool breakage means. He 
knows how it affects tbe cost of everything 
that is produced in his department: But 
it is a cult proposition for him to beat 
down this cost. 

One works manager has hit upon a xar 
to assist in cutting down this waste. e 
got out a list eof the gear-cutting tools 
used in the shop, showing the cost of each, 
and pasted it up over every machine. The 
list was headed by the paragraph, in bold 
type: “Tf you had to pry for the tools 
‘Ae break, you would soon be r. 

emember their high cost these days. 
Here is what it costs each time you break 
@ gear-cutting tool. Read the list and then 
give your department a good name for 
being as of them as though you 
personally paid for all b es.” 

The list of prices brought home to the 
mechanics for the first time the really high 
cost of the good tools with which they 
were working, and was certainly a surprise 
to them. 

The note of personal appeal had its 
effect. It is an idea that can be applied 
in any factory to create an interest that 


will lead to waste reduction. 


TAKES CARE OF 
TARPAULINS 


A boon ee manager who had several 
tarpaulins, costing about {20 apiece; 
stolen from lorries after the vehicles had 
been unloaded and left standing in a 
public yard, devised a neat method of pre- 
venting future thefts. 

On the roof of the driver’s cab of each 
vehicle he had a wooden frame built, like 
a tool box without a lid. This frame just 
held a ulin after it had been neatly 
folded. en the tarpaulin had been 
folded and dropped into place a flexible 
steel serap was pulled over and locked with 
a padlock. 

This plan not only effectively prevented 
any further losses but the fact that the 
tarpaulins were given a definite place to 
be kept in encouraged the drivers always 
to fold them and thus take greater care of 
them, prolonging their normal life. 
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IN LAST MONTH’S ISSUE 


We omitted to acknowledge the courtesy 
of Messrs. Arundell Clarke for permission 
to reproduce the illustration, on page 24, 
of the very modern office interior. 









_ LIGHT TRANSPORT 


: f ‘a 

OW first costs, and low running’ costs, 

Ad coupled with a performance and reliabil- 

ity second to none, make the “Raleigh” 

Van the most attractive proposition in the 

light transport market to-day. For {14 two 

Raleigh Vans can be placed on the road taxed 

and insured——-yet the cost of one 11.9 h.p. 

Van is £15, without insurance. Why not let 

us give you a demonstration of this remark- 
-nable van’s capabilities ? 
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Special Features 


Differential rear axle, 3 forward speeds 
and reverse, wheel steering gear, and 
detachable and interchangeable wheels. 
Equipment includes 4-lamp cet, elec- 
trie windscreen wiper, horn, safety 
glass, driving ‘mirror, jack and complete 


get of tools RR nai 52 
Geld 


i COMPLETELY EQUIPPED 
coo (EX-WORKS) TAX £4 


o o Basies! possible Deferred Payment Terms 


Agents throughowl the country, Service Siation ? x Redhill Sires! 
(off Aibany Street), London, NW 1. Telephone! Museum. 2368-4. 
Sole London and Home Counties Distributors; FRANK WARING 
LTD., 100 Great Portland Stree? Wit. Telephone, Museum ogay. 
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ANY ht time— si 
THE FIRST ESSENTIAL OF EFFIC 


= [F your clocks are unreliable, you cannot expect your staff to be 
punctual, your costings to be accurate or your public to be pleased. 
But Smith’s Synchronous Electric Clocks “plug in to Greenwich 
time” throughout your organization, ending time uncertainty and the 
constant labour inseparable from clocks which need winding and 
regulating. | 


DOMESTIC and COMMERCIAL MODELS 


Por every time-keeping purpose, where A.C. electric mains are time-controlied, there is an appropriate 

model of these always efficient, economical and trouble free clocks. They ave made in England in 
ae | designs for exterior and interior, factory, shop, 

‘office and home use, and special patterns are 
produced to order. Sold by Jewellers, Electricians, 
and Radio Dealers, from 251- * 
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—- ‘Studio Service” 




























































oe 1 SAY THIS without hesita- 
_ tion, because the Crichton 
| organisation is backed by a 
>~ | parent company with a vast om << 
| experience in advertising ~ 
| and selling. 
| When you come to Crichton 
b> for ideas, drawings. or copy 
ooi for advertising material, you 
| can be certain that they will 
| bring a sound selling sense 
| to everything they plan. 
| [give you my word that you 
_ canrely onthis. Extrathought 
on every job is Crichton’s 
<< principle—doinga little more 
S han jus fulfilling an order. 
t 19 will tell you 
tichton Service. 
stcard: at once 


Ye Representing Ideas, 
Drawings, Copy—thke 
3 Big Points of Crichton 
Service. 











Contains illustrations 
of loose-leaf account- 
ing and record forms 
for 7 class of busi- 
ness : 164 pages of 
practical information 
of the utmost value to 
manufacturers, mer- 
chants and profes- 
sional men—to every 
ione who must keep 
f records. 


| Consult the Book about ADVERTISING 
— RECORDS, CUSTOMERS’ RECORDS, DIRECT 
ee e MAIL. RECORDS, COSTING, INVOICE and 
ee r ORDER ROUTINE, etc. It will help you to 


‘rical work. 
TPR | your business card or business 
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aplify your Tecords and to reduce the cost of your If 
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MADE IN ENGLAND 





—The name that has already earned for itself 
a lasting reputation for its services to the cause ooo 
of scientific business management and control >- 





@ Are the essential facts of your; es 
readily accessibie? oS 


















“SELDEX” will produce ie facts a 
quickly, surely and accurately : 


@ “SELDEX” will cut your costs, reduce 
your stocks, increase your sales and speed - 
up your collection of accounts ee 


@ You owe it to your business to know | E 
more about “‘SELDEX” o 





INFALLIBLE CARD SELECTING Co. | 
“SELDEX” Works, Hazelwell Lane 


| 
I | Write for full particulars. to — 
Stirchley, BIRMINGHAM 
l 
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All offic ce 
workers— E 
EMPLOYERS 
MANAGERS 
SECRETARIES 
ACCOUNTANTS 


CASHIERS and 
TYPISTS 


will find much that will make chete 
daily work easier and better at the 
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firm whose 
hold word recently made what was, 
to all appearances, a hard decision— 
it would spend {400 on a machine which 
was to be used only twice a year to facili- 
tate the preparation of half-yearly divi- 


name is literally a house- 


dend warrants. It did so on the advice 
of a leading addressing machine manu- 
facturer and the result was a saving of 
overtime expenses of {800 a year. No 
longer is this half-yearly payment an 
occasion for extra staff, partial disorganiza- 
tion of work, and expenses mounting up 
everywhere. The machine, specially made 
to deal with this peak rush period, has 
reduced it to a routine characterized by 
expedition, orderliness and accuracy. 
That is typical of the way in which office 
work problems, both large and small, are 
being solved to-day. Business men no 
longer wait until at long last mechanized 
processes are literally forced upon them by 


sheer pressure of circumstances. Instead, 
the progressive ones who are out to 


increase their profits, themselves survey 
the routine of the office and inquire: 
"What machinery can be installed which 
will do the work quicker, better, and 
more economically than by the present 
methods ?’’ 

Contrast these two cases which came to 





my notice recently: First, a small, almost 
one-man mail order office, by installing a 
single up-to-date addressing machine, one 
electrically operated rotary duplicating 
machine, and a postal franking machine 
increased its output from 5,000 to 10,000 
letters a day. The addressing machine 
performed daily the equivalent of the out- 
put of a score of typists, the duplicating 
machine doubled the output of letters, and 
the franking machine enabled a daily mail- 
ing quite beyond what could have been 
handled except with a very large staff. 
secondly, a well-known insurance com- 
pany, by mechanizing every office routine 
operation possible, has made an actual 
cash saving of {2,000,000 a year. 
Obviously, therefore, the benefit of 
mechanized processes is applicable through- 
out the entire field of business. No office 
function need any longer be carried out 
by laborious and expensive hand methods. 


Accounting can be Fully Mechanised 


Book-keeping by mechanized methods 
has become almost a commonplace, so 
universal are the benefits attained. As a 
typical instance may be cited the experi- 
ence of an insurance company which has 
replaced the work of six clerks employed 
continuously on the writing up of. bonus 
records by one book-keeping machine and 
a girl operator. Expenditure of {£350 
secured £850 per annum salary savings. 

Or that of a leading bank which found 
upon installing this class of machine that 
at one particular branch, for instance, a 
staff of 94 now deals with the work 
hitherto requiring 120. Moreover, that the 
average reduction in costs throughout all 
branches mechanized was 30-35 per cent, 
after allowing very conservatively for 
replacement of the machines on a five-year 
basis. 
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MODERN 
MECHANISATION 


By C. H. COSTELLO, A.C.I.S., A.C.W.A. 


Billing shows equally interesting 1 
business Al 


in various types of : 
corporation distributing billions of gall 
of fuel to thousands of customers used 
run a large billing department wi 


accuracy was only secured at a great 

of expense. By adopting a standar 

of forms, including an original im 
copy invoice, accounting departm: . 
branch office copy, and statistical di 
ment copy and using it wit! billings 
machine which calculated, the departm: 
was cut down to four operator 


machines, with four relief ope 
Salary expense in this department 
reduced because the totals were audite 
at the same time as the invoi vi 
made. Errors wet elimi 
accuracy ensured 

A stockbroker who required tl 
ing records: Purchase and Sales Ni 
Blotter Entry, Delivery Ticket 


keeping Department Record 

parisons in Duplicate had t iplos 
girl to take charge of each of these re 
By installing a billing machins id 


solidating the work, a saving ou 
of the five people has been madi 4] 
operations are combined Che 


are completed at one operatior iot 
does the broker save the salar l 
four girls who previously did ti A 
he has the work done more quickly 
what is more essential, accuratel: 

A well-known firm of steel manu 
recently introduced duplicating machines 
to handle their billing requirement: Dt 
the average eight copies of an invoice ai 
required and a customers’ total output 
10,000 copies a week is norma! he 


_" 


at the outset by the absorption of mak 
typists elsewhere and the employme: | 
female typists at lower wages w 

than treble the outlay on the maci 


and by a reorganization of stafi 





{1,000 per annum in wages has been 
saved. 

The compilation of cost analysis figures 
is a leading feature of the accounts 
organization of one of London's largest 
caterers. By means of a staff of fifty girls 

uipped with calculating machines, the 

es of the principal branches are anal 

to the last cup of tea. So colossal are the 
bulk purchases of items such as tea, sugar, 
coffee, and so on, that cost figures are 
worked to five places of decimals, varia- 
tions in the fifth place constituting often 
the difference between profit and loss. The 
task which would be quite impossible by 
other methods is rendered easy by the use 
of these calculating machines, and the 
company pays out as dividends to a host 
of shareholders the profits made secure in 
this way. 

An insurance company whose premium 
income from weekly and monthly policies 
runs into many millions of pounds attri- 
butes the successful control of the 26 
million policies in force largely to account- 
ing and tabulating machinery, and it has 
reduced the expense ratio for this class of 
business step by step from over 40% to 
less than 25% during a decade. 


Speeding up Mailing Methods 


Many phases of correspondence benefit 
by mechanization. One department store 
by installing an electric letter opener, 
capable of slitting 600 envelopes a minute, 
has been able to gain half an hour each 
morning on the whole work of the mail 
order side. This means reduced late work 
and increased goodwill because deliveries 
all over the country are more expeditious 
—just by one machine introduced at a 
vital point. 

Another well-known insurance company 
has eliminated all ‘‘bottle-neck’’ points of 
delay in issuing its policies by time stamp- 
ing them through all processes. This 
enables the company to deal precisely with 
all complaints of delay and at the same 
time speeds up the work because of the 
tell-tale time stamp. 

In answering letters the dictating 
machine shows amazing economies. 

A large wholesale firm which recentl 
installed these machines for credit and col- 
lection work, kept most careful records of 
the resulting saving. The executive's time 
was saved by a reduction in dictating 
periods of 58%—the average rate of dicta- 
tion being more than doubled—whilst his 
output was increased 138%. The steno- 
graphic cost was cut 47%—largely because 
work could be transcribed by a typist and 
did not need, as shorthand does, to be 
dealt with by any particular individual. 
The outlay on machines was covered in 
three and a half months, and regarded as 
an investment, it showed a return over the 

ear of 360%. Finally, better work is 

ing produced because dictation to the 
machine is more spontaneous and not 
limited in pace or quality by the capacity 
of the stenographer. 


Even items such as noiseless typewriters 
have a surprising effect upon the output. 
A large wholesale firm by installing noise- 
less machines has enabled the operators to 
increase the volume of work by 10% 
because they do not tire so easily. The 
firm also effected substantial time-savings 
by having each typist located near the 
executive or department for whom she 
worked which, because of the noise, had 
not before been possible. 

One excellent example of the great 
savings both in time and money to be 
effected by installing addressing machines 
has already been cited. Here are others 
showing its value in dealing with ship- 
ments, collections, and disbursements. 

A large mail order house through the use 
of the addressing machine is able to fill 
each order and send it on its way two and 
a half hours after the envelope containing 
it is opened and the contents read. 

For regular collection work, such as that 
of insurance premiums, it fills one of the 
greatest needs. Speed above all else is 
vital to collection success. The story of 
the early bird applies. Apply for the 
amount due promptly and you are half- 
way to getting it. To illustrate the saving 
one big company has reduced the cost of 
collecting policyholders’ premiums by 75% 
through the use of an addressing machine. 
Another estimates its saving at £10,000 a 
year. 

Accuracy in making out disbursement 
forms is as vital as it is in collections. 
The addressing machine puts data on a 
great variety of disbursement forms with 
100% legibility and speed. Pay-sheets, for 
example, are required in almost every class 
of business. Because it automatically feeds 
and spaces pay-sheets, and prints names, 
numbers, rates, occupations in desired 
columns fifteen times faster than a typist 
can type them, the addressing machine 
saves its cost on any pay-roll of 100 names 
or more. 

Mail room equipment includes machines 
for franking and sealing and combined 
sealing and franking. In what way have 
firms profited by installing such devices? 
Even granted that they save money, how 
do they do so? 

The speed of the machine that seals and 
franks envelopes recommends it. From 
7,000 to 15,000 envelopes are separated, 
moistened, sealed, franked and stacked in 
an hour. With such machinery available, 
no office can afford hand methods. 

Thus in sealing and stamping by hand, 
the only real check on expenditure is by 
a triple count of envelopes, stamps, and 
stamped envelopes—responsible and there- 
fore expensive clerical work. No loss can 
occur when each stamp is issued from a 
locked compartment or is franked and in 
each case is mechanically accounted for. 

The machine performs, in fact, two valu- 
able functions: saving salaries and speed- 
ing up output. They enable lower-grade 
workers to be satisfactorily employed, and 
they provide complete protection against 
pilferage, both for the firm and the 
employee. 
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Mechanised Direct Mail and Office 


Printing 


The field for mechanized service in 
duplicating and printing is such that a 
whole book would scarcely do justice to 
the possibilities. 

A wholesale wine merchant says, in 
describing his office printing department: 
“No printer could or would give such 
service.’ Here are some figures. i 
yearly pinoy covers approximately 
7,000 jobs totalling 5,000,000 runs. Actu- 
ally the fully automatic type of machine 
is installed with suction feed for paper and 
automatic stacking of 5,000 sheets at a 
time. One day's record run was of 70,000 
pieces produced on one machine. The 
most frequent runs are of 500 pieces or less, 
on which outside printers are invariably 
expensive, so that just a faint conception 
of the vast monetary savings effected can 
be gained—certainly it means thousands 
of pounds. A leading clothing manufac- 
turer found that by using Sales Promotion 
literature printed in his own office, his 
turnover had increased by £1,000 in a year. 
Here are some of the items that helped to 
make up this total: 

One thousand leaflets enclosed with 
statements sold 300 dozen caps in three 
weeks—{315 worth of business. 

Twelve hundred facsimile typewritten 
letters with an illustrated leaflet adver- 
tising felt hats sold 120 dozen in six weeks 
— {320 worth of business. As a result of 
mailing 1,700 price lists to customers and 
including 200 prospects, they opened four- 
teen new accounts. 

As regards the savings effected by using 
an offset office printing machine as com- 
pared with outside printer's charges, this 
is typical of what we find: A headed state- 
ment of account, 37%; copper-plate letter- 
head, 75%; letterhead in two colours, 55%; 
ledger sheet, 70%; sales literature with six 
half-tone illustrations, 54%; fashion draw- 
ing, 63%; type-set matter, 43%; and so on. 


Speedy Intercommunication has 
Become Vital 


In these days of speeded up business, 
the intercommunication system of any 
office determines the whole pace at which 
it moves. 

Because no bill is presented for wasted 
time, the management is apt to consider 
that the cost of numerous internal tele- 
phone extensions is unwarranted. 

Clerical time, however, costs up to 2/6 
an hour, so that every ten minutes of 
clerical time saved actually covers the cost 
of installation once, whilst the value of the 
executive’s time runs into a shilling a 
minute, and this is the cost of delays where 
he is concerned. 

The foregoing is but a glimpse of all the 
possibilities to be worked out by the 
executive who will once overcome his 
reluctance to consider the radical yes Pe 
which may be involved and put profits 
before prejudice. 





| CARBON PAPERS 
IO Grades Reduced to 4 


BY G. D. GARDNER 
Organisation Dept. Horlicks Malted Milk Co., Ltd., and 
Honorary Secretary of the Office Management Association 


n large firms the provision of carbon 
paper for the typing departments 
represents an important item in the 

stationery bill. As with all other items 
of equipment, therefore, the office 
manager will be practising an economy 
if he buys the carbon which gives him 
best service for price. 

The question of the method of testing 
the quality of carbon paper was recently 
raised by a member of the Office 
Management Association, and in reply 
I made these notes about the four tests 
which we make when carbon paper is 
sent to us for examination and report. 

I rather gather that the inquirer’s 
particular problem is that different 
typists have their pet carbon papers and 
that he is being overloaded with the 
necessity of carrying various grades. 

The position with my Company was 
very much the same, and at one time 
there were ten types of carbon paper 
carried. Last year we completed a 
stationery study and cut down the 
stationery range by 47 per cent, and 
we reduced the carbon papers to the 
following five: 


(a) Quarto for general typists. 

(b) Foolscap for general typists. 

(c) Quarto for noiseless typewriters. 

(d) Foolscap hectographic for Ormig. 

(e) Ordinary carbon paper for export 
invoicing on Elliott Fishers. 


Since then we have been successful in 
‘proving to the secretaries, who have 
‘noiseless typewriters, that the ordinary 

uality paper is quite suitable for noise- 
ess typewriters provided that not more 
“than five carbon copies are taken. Only 
ne typist ever has to take more than 
ve copies on a noiseless typewriter, 

d we have given her a box of noiseless 

bons which she uses when taking six 

r more copies—but it is not in our 

ge nor is it carried in the stores. We 

nave, therefore, now reduced the range 
so four. 

We had no real difficulty in proving 
co those people that the cost to the 
company of purchasing and storing ten 
lifferent carbon papers was over double 
chat of only four, and although some 
chought it could not amount to much, 

e were able to sell them the idea that 
Te had ten lines instead of four for 
very item we should have to increase 
che stores two and a half times. 


When testing a new carbon paper _ 


are four points to determine, 
namely : 


(1) The life—the number of times 


i 





each piece of carbon paper can 
be used 


(2) The sensitivity—the number of 
copies which can be made. 


(3) Smudging. 
(4) Quality of the inking. 


TEST ONE—The Life 


The test we employ for determining 
the number of times each piece of paper 
can be used is as follows: 

A piece of test carbon paper about 
2hin. X rin. is cut out and pasted top 
and bottom in the right-hand corner of 
a sheet of paper, the carbon side up- 
wards. Above the piece of carbon paper 
is written the word ‘‘Test’’. Similarly, 
a piece of the carbon paper ordinarily 
in use is pasted to the left of it. 

Next, a sheet of paper is taken and 
marked off in spaces of one-sixth of an 
inch—representing one space upon the 
typewriter. This piece of paper is then 
placed on top of the carbon paper. The 
two pieces of paper (with the slips of 
carbon paper in between) are then 
placed in the typewriter. A 5-letter 
word is typed twice—once through the 
test carbon and once through the carbon 
in use. Carbon impressions appear on 
the underneath sheet of paper. The 
paper release is moved and the under- 
neath sheet is moved up one-sixth of an 
inch. 

The 5-letter word is again typed on 
top of the previous typing. On the 
underneath sheet this typing will appear 
one-sixth of an inch beneath the first. 
The process is repeated until the bottom 
of the underneath sheet is reached— 
when a second sheet is inserted. The 
top sheet remains stationary all the 
time. The process is repeated until the 
impressions on the underneath sheet are 
too poor to be readable. You now have, 
on the underneath sheets, two columns 
of 5-letter words—the left-hand column 


being carbon impressions from the test 
carbon paper, and the right from the 
carbon paper in use. The point at 
which the impressions cease to be satis- 
factory now should be ruled off, and 
the words in each column should be 
counted. 

At the top of the columns should be 
entered the date of the test, the names 
of the carbon papers tested, their price 
and the number of impressions given 
by each. This could be followed by 
annual usage figures, and the compara- 
tive annual cost of each. It may be 
that a more expensive paper is less 
costly per annum than a cheaper paper. 

There is a machine in existence for 
typing on one piece of carbon paper 
until it is destroyed, and many carbon 
paper manufacturers use them. Their 
purchase is not justified by the average 
user, as the method described above is 
adequate. 


TEST TWO-—Sensitivity 


In our particular case we seldom 
require more than six carbon copies and 
this is taken as the maximum number. 
The test employed in this case is te 
take six carbons of both the test and 


ordinary carbon paper and to compare 
the results. 


TEST THREE—Smudging 


A carbon paper may often give 
moderately good results, but will be 
very dirty to handle. In order to test 
the smudging qualities we place a piece 
of the test carbon paper face down on 
a sheet of white paper with a heavy 
weight on top of it. The carbon paper 
is then drawn along the surface of the 
white paper and usually it will leave a 
smudge. The same operation is carried 
out with the same weight with the 
ordinary carbon paper in use and the 
results compared. 


TEST FOUR—Inking Quality 


When a piece of carbon paper is rolled 
up into a ball or creased the inking will 
“crack” to a certain extent. In the 
case of good quality carbon paper the 
“‘cracking”’ is very much less than in 
the case of inferior quality carbon 


papers. 

Our test here is to crinkle up the test 
carbon paper and a piece of the ordinary 
carbon paper in as much the same way 
as possible; then to spread them both 
out, and by holding them up to the 
light we are able to see which of the 
two has lost the most inking. Also, 
before crumpling they should be held 
up to the light for ‘‘pin-points”’ and 
uneven inking. 

There are several types of carbon 
paper, such as ordinary typing carbon 
paper, billing carbon paper, hecto- 
graphic carbon paper, and it must be 
realized that one sort cannot be tested 
against another. When a test is made, 
it must be hectographic against hecto- 
graphic, billing against billing, or 
ordinary carbon paper against ordinary 
carbon paper. 

[For vig geo to reproduce this article we acknow- 

Ontan of the Office ipere Acie Ee] 
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Among the Latest in... 











Left: What time was your 
shop door opened for busi- 
ness this morning? What 
time was it closed last 
night? Was it entered 
during the night? What 
time? Why? This new 
door recorder marks the 
whole history on the circu- 
lar chart shown below. As 
well as applying to shop 
doors this device also re- 
cords the movements of 
factory doors for the con- 
trol of night watchmen. 
Store and refrigerator 
doors can also be checked 
in this way as it is often im- 
portant to know when, and 
the duration, these were 
open. The mechanism and 
chart are secured by Yale 
lock. They are tamper- 
proof but easily accessible 
to the executive with a key 
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. M. Monday 


STORE OPENED: 


Thursday ot 4-30 


geavs RECORDER 


Chant 42444 


Store door opened ofter mid- 
night (at 1.0 and again ot 
2.0 early Friday A. M.) WHY! 


One man alone can readily handle loads up to 24 tons’ weight with this new all-metal dolly truck 
overall height is only 34 inches; this, with the curved ramps all round, make it extremely easy to load, by rollin bulk 
packages of great weight (paper, roofing felt, barrels, bales, etc.). The truck cannot tip while seine loaded: The 
centre rollers are slightly larger than the pair at each end, thus the trolley can be easily pivoted in Sc own ‘ieoath: 


Another model is made slightly higher, 6 inches off the ground. 
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Above: Here is a duplicate 
book which speeds up the 
work of entry and reduces 
the possibility of errors. 
As will be seen from the 
picture all duplicate leaves 
as they are used, can 

tucked permanently out of 
the way behind a special 
flap. e book thus at 
once opens in the right 
place, and makes it impos- 
sible for a clerk to miss a 
seguence in the numbering 


In this model the 


Features are their low cost and indestructibility 


The 
Infallible 
Phone 


The function of a telephone 
system is clear, error-free com- 
munication. It must be *‘on the 
job" all the time. Ericsson's 
specialise in this type of tele- 
phone... always have, always 
uill. The telephone illustrated 
is our new type instrument 
which cannot be excelled in 
handiness, clear speaking and 
sturdiness. Its special trans- 
mission features mark an im- 
mense improvement in tele- 
phone construction. 















Write to-day for quotations 
and literature. 
Ericsson Telephones Ltd. 

Kingsway 


67-73, » LONDON, W.C.2. 
Telephone: Holborn 3271-3. 
Works > BEESTON, Notts. 


INTERCOMMUNICATION 
TELEPHONES 








Does this represent 
YOU? Every Busi- 
ness man should be 
a FREE man. 


It is cheaper to buy than 
to pay rent to someone 
else ! 


There are many bargains 
in houses to-day and loans 
cost less than ever. A 
cheap, generous advance 
from the C.E.B.S. on any 


house in London or 
Home Counties makes 
you a House Owner. 


Fixed repayments (which 
may be no more than the 
money you now waste in 
rent) for a few years and 
then “all clear.” To 
ensure no regrets— 


DO NOT OVERLOOK THE 


CHURCH .f ENGLAND 


TEMPERANCE & GENERAL PERMANENT 


BUILDING SOCIETY 


26 KING WILLIAM STREET, LONDON, E.C.4 
The C.E.B.S. has 48 years’ sound reputation. 


Phone (Mansion House 5927) or write for 
fully descriptive booklet No. 180, post free from 

. C. M. Wighiman, Secretary. ET If 
wAND THINK IT OVER. 
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SUPPORT 
HERE KEEPS 
SITTER ERECT 

wiTHouT 


EFEORT 






fatigue preventing 


WORK CHAIRS 


_ Of advanced design, with dual motion back-rest, 
| telescopic height adjustment, tilting seat, and 
anatomical seat that feels flat but is not flat. Every 
Leabank Chair is comfortable to workin. Executi ves 
| interested in workers’ welfare and output efficiency 
should get the Leabank catalogue from :— 


LEABANK MFG. CO., LTD. 


ESSEX ROAD, HODDESDON, HERTS. 


FREE TO TH 
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P=) VALUABLE BOOK ON CAREERS 


















‘THOUSANDS Of young business men are to-day firmly 
established in the receipt of big salaries, as 
result of training received under the expert £ 
the Metropolitan College, St. Albans 
They first realised the urgent need 
chosen branch of Commer 


a direct 


bdanee | 


tor proficiency in the 
Ce. and then were wise enough 
. to discover int y 






volume of 136 pages, which 
includes and deals in a vivil.» 
in with : 


way g i WwW) 
1, The phenomenal growth of the Sec. yen henge tah 


riaral and, Accountancy professions- | Specialised Postai Tralaig i Soetaeseaie 
2. The Examinations of the several | Accountancy, Law and Commerce, taken al 
professional Accountancy and Secretarial | bome in spare time. 


Societies, the Institute of Cost and Works „Do not delay your own success! Pri 
Accountants, ete. OUR 

3. Professional Preliminary examin- 
ations, Matric,, Bar, London University 
Degrees, etc, 

4. How to enter for these examin- 
ations — subjects — fees — exemptions, 
etc, 

5. The best method of study: special. 
ised postal training, taken at home in 
spare time—specimen study notes. 

Practical (non-examination) 


“ure now 
copy of the “Guide to Careers in Se te 
taryship, Accountancy, Law and Commerce 
Simply send coupon, 


COUPON—POST NOW/r-—. 
Please send me a copy of the Metropolitar 
College 136-page “GUIDE TO CARE PR = ie 
Secrètaryship, Accountancy, ètc.. to keep 
arhont charge or obligation 











Courses in all Secretarial, Accountancy, KAME eai 
and Commercial ubjects. (lo Capitals) a a 
7. The work of the College—figures 


showing how its examination successes 
regularly out- 
Also up-to-date number those 


CIVIL SE RVIC PAE ne Binus 
Guide 32r p 5 nd la combined. 


METROPOLITAN COLLEGE st kisin 





ADDRESS. ....cscccccese 


Business, 
SOP, TOSI vomcnreseecconremscoosneessrenenesece 
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The Desk for Executives e = 
Ss @ Of magnificent appear- 

as | ance and unique design, 





this desk, costing from 
60 guineas, is produced 
for the business man 
who places efficiency, 
quality and dignity 
before price. 


You are invited to see a 
demonstration of the Dual- 
top at Stand 56, Business 
Efficiency Exhibition, White 
City, 26th Sept. — 6th 
" Oct.,1933- Or Write :— 


@ This photograph shows the desk with one top in use. By a simple movement, a fresh top 
(concealing all private papers on other surface) can be brought into use. 


MANUFACTURERS OF BUSINESS EQUIPMENT TO 
Cc. W. CAVE & CO. LTD. INDIVIDUAL REQUIREMENTS 
45 FARRINGDON ROAD, LONDON, E.C.1 Telephone: HOLBORN 5071 (two lines) 


EAE T A e—a 
eee 


Fanfold’s VISIT OUR 


Labour Saving Stationery 


Systems 
SPEEDOFORM Ask us to prove to you 


that we can save you 


FANFOLD £1.6.8 on every 1,000 
sets of “Multiple” forms 


TRANSKRIT completed in your office. 


To achieve such savings it is not necessary 
to invest in expensive equipment. No 
new ml Se is required, for example, 
for Transkrit—the fastest system of typing 
(or writing) Multiple forms—Invoices— 
Works’ Orders — Travellers’ Orders — 


Receipts, etc., etc. S E E EX J- { BITIO N 


Write for further particulars, enclosing specimen 


of your present form to R EV i EW 


gantol, in OCTOBER ISSUE of 


toant vens 4 é 99 
NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone: GLAdstone 5477 
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Write to Masson Seeley & Co., Ltd., Masseeley Bu 
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LTD. 


Nota 


7970 London (3 lines) 


Victoria 
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Telephone 
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MASSON SEELEY & CO., 
MASSEELEY BUILDING, HOWICK PLACE, WESTMINSTER 
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: ances and new methods which so réevolu- 
- .tionize the production of all “inside” 


me inspection. 


-calendar for September. 





just a few, a very few, examples | of 
how modern office equipment and im- 
- ‘proved methods can and ARE reduc- 
ing expenses by doing quicker “and 
better work are outlined in the article 
on page 27. 
- This, however, barely touches the 
fringe of the field of possibility when 


_ all the businesses in the country are 






considered. To-day there are new appli 


_- departments that they command the 










keenest attention of managing è 
tives who are concerned with pr 


c'o At the White City on Son ombe 26 
-- the whole range of these latest develop- 


ments for the more easy and profitable — 


E handling of business will be staged for 
. This should be the most 
. important date in the business man’s 
S Go to the 
Business Efficiency Exhibition without 
. fail. No need to put off a visit because 
.. you are not prepared to place orders 
for this and that appliance. Go and 





> see how the various phases of account- 


ancy, sales control, correspondence, 


filing, recording, communicating and so- 


on have been simplified, speeded up and 
made much more effective and less 

costly. It is every business executive’s 
duty to see these things. The judgment 





Can Assist YOUR Business 


as to the value of them in his own pár- 
ticular business is a matter which is left 
entirely to him. For example: 

At The Exhibition 

DO YOU KNOW— 


That one of the most interesting shia | 


ments relating to the speeding up 
typing will be exhibited on their stand 5 
L. C. Smith and Corona Typewriters Ltd. 
This appliance, the Maxispeed sve fi 
Addresser i is a patented attachment for t 
typewriter which does away with the old 


method of feéding in each envelope or card f 





envelopes or cards is dropped into the 


magazine at the back of the attachment, | 
and by means of a lever is automatically į 


fed through in a continuous stream. The 


horizontal plate which feeds the envelopes | 


through to the platen ensures that each 
envelope is perfectly straight at the writing 
point, and thus eliminates the usual waste 
of time in adjusting each 
envelope. 

The Addresser will take all sizes and 
thicknesses of envelopes, card indexes, 
loose leaf ledger cards, etc. It can be put 
on or removed from the typewriter in 15 
seconds. When the attachment is not im 


use, the typewriter is ready for ordinary | 


work, with Ehe additional advantage that 
the quick feed driving lever remains 
attached, thus increasing the ordinary 
speed of inserting paper, which: is 
sie on page 42) 


anatase: 


Biy. 
Ëy the new process a whole packet of | 


individual | 








“Today a cond iah exists which is the reverse of that ruling a | 


few years ago. Today the business man is not RESISTING 


the new developments of office appliances and systems, he is | 


SEEKING them. He knows, from actual proof, that these 
developments speed up the movements of his business, reduce 
the number of operations, make the work more simple, pleasant 
and accurate and generally reduce his costs all round. 
“This improvement and introduction of entirely new ideas and 
appliances into the whole of the business field is so vitally 
important that no business man can afford to fet the Business 
Efficiency Exhibition (White City, September 26th to October 
6th) pass by without investigating it, for there will be 
_ found, under one roof, the greatest display of these develop- 
ments ever gathered together. Every business man owes it 
to himself to come and check up his own methods by| 
- those that will be on view at the Exhibition. ú 
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rnap eeg 
Why not buy your coat from Tailo 


are absolutely correct for pee | 
occasion? 
Ready for Service 
iE 
rOn A UAR 
from 55 


or made 10 order 





67-69, Chancery Lane, He 
LONDON 
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Set Nickelotd to work on your pic- 
torial problems. In addition to 
being blockmakers of no mean 
skill, they have special departments 
for the preparation of drawings 
and photographs, retouching, etc. 
Nickeloid service is consistently used 
and endorsed by leading printers and 
advertisers throughout the country. 


The Nickeloid Electrotype Company 
Limited, Printer Street, London, E.C.4 


NICKELOID 


Creative BROCKMAKERS & PHOTOGRAPHERS 
P3 


12 





ARLAC 
SIXTY 
AUTOPRINT 
ROTARY 
DUPLICATOR 


AVE you realised how much 
time and money you could 
save, if, instead of sending 

out your duplicating and sten- 

cilling, you were to complete 
the whole process under your 
own roof? 













The Arlac Duplicator and Ac- 
cessories will not only cut your 
outside costs, but will pay for 
themselves many times over. 


Ariac Duplicators are supplied 
in five models, the prices ranging 
from £5: 10:0 to £52: 10:0, and 
Standard Equipment is supplied 
with each. 






Send now for cata- 
logues and price lists 


TheArlac Duplicator Co. Lt? 


1-3 ST. PAUL’S CHURCHYARD, E.C.4 
Phone: City 3867 
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“Mr. G. T. ALLDAY, F.1.M., 
M. Inst. B.E., Managing 
Director of one of the 
most progressive motor car 
distributive concerns in the 
South of England, is one of 
those heads of business 
who understands that 
courtesy must start at the 
TOP. His personalattention 
ensures that telephoning, 
correspondence, reception 
of visitors and all those 
matters so often wrongly 
overlooked as ‘little things’ 
are throughout his business 
given every possible care 
and attention. This is 
one of the reasons why Mr. 
Allday’s business has grown, 
in only eleven years, from 
literally nothing to its 
present great size." 


COURTESY 
has a big cash value 


By HENRY BLAKELEY 


ever was there uttered a truism 
N which should more rightly occupy 

a prominent position in every 
office than those words of Tennyson, 
in Idylls of The King: “The greater the 
man, the greater the courtesy.” 

Just think over some of your recent 
experiences in visiting or communicat- 
ing with big offices. In how many of 
them could a little closer observance of 
that expression be put into practice 
with greater advantage? 

One very recent bitter experience 
rushes to my own mind,.but, fortun- 
ately, an experience exactly the oppo- 
site to it is also outstanding to prove 
that the big firm can and does exercise 
that most delightful human impulse— 
courtesy. 

The former experience was a dispute 
over an account. First an abrupt letter 
came to me, announcing that payment 
was overdue. This was followed in 
seven days by a still more pointed re- 
mark. On my then pointing out that 
[ had paid cash at the time of the trans- 
action, the firm merely wrote ånd 
acknowledged that this was so and that 
their ‘‘dunning’’ had therefore been an 
oversight. There was no apology: no 
attempt to smooth my ruffled feelings. 
In an individual one would denounce 
such behaviour as objectionably boorish 
and one would thereafter avoid all asso- 
ciation with such an offender. That 


was how I, as a customer, denounced 
that firm. 

The other experience was as much a 
delight as the above was an annoyance. 
A query arose between my office and 
that of a very large firm, a firm whose 
name is known all over the civilized 
world. I made an appointment to go 
up and see one of the firm's executives. 

At the appointed day and hour I 
arrived outside the main entrance of 
the offices. Retain in your mind the 
fact that this entrance is as imposing as, 
and certainly larger than, the front of 
Buckingham Palace. Thousands of 
callers of all kinds must pass in and 
out every week. Yet, when I asked 
the keeper of the gate, the Commission- 
aire, where I could find Mr. So-and-So, 
he most courteously countered by ask- 
ing: “‘Are you Mr. , sir?’’ citing 
my name, exactly as though an advance 
announcement of my arrival at 3.30 
had been made and the whole firm was 
standing by to receive just me! 

When I admitted the identity I was at 
once conducted to a well-furnished wait- 
ing-room and assured that Mr. So-and- 
So would’be with me ina moment. He 
was. He came in, briskly, smiling, en- 
thusiastic, and shook hands as though 
I was the firm’s most-valued customer. 
He had with him the folder containing 
our correspondence (he did not have 
to break the interview to ask someone 





to bring it); he had the points of our 
query at his finger-tips, and it was 
settled within five minutes. 

As it was nearing 4 o’clock, Mr. So- 
and-So asked if I would like some tea. 
I said I would, and an instruction on 
the automatic house ‘phone quickly 
brought in a tray bearing a daintily-set 
tea for two. We had ten minutes’ chat 
over this; the commissionaire looked up 
my best train home, and one of the 
firm’s cars drove me to the station to 
catch it. Altogether a delighiful ex- 
perience, at the hands of one of the 
biggest firms in the world. 

I have since mentioned to many busi- 
ness friends my amazement at the 
organized detail in such a huge con- 
cern which resulted in that commis- 
sionaire addressing me by name the 
moment I mentioned the executive I 
wished to see. 

There are lots of little things in busi- 
ness that are liable to make us dis- 
courteous. There is the caller or writer 
who-is himself discourteous; there is the 
customer who ‘phones through a diff- 
cult matter at 6 p.m.; the traveller who 
calls at 12.30 on Saturdays; the irritat- 
ing inquirer who seems never satisfied. 
There are dozens of trifles which tend 
to ruffle us. But it pays aot to get 
ruffed or to give a sharp answer, what- 
ever the circumstances. 

It occurs to me that there are several 
definite ways by which the head of any 
‘uiness can introduce and safeguard 
that tremendously valuable asset— 
-ourtesy—in his business. 


r. Complaints, Above Every- 


thing, Call for Courtesy 


£f every manager or proprietor would 
xersonally supervise his firm’s corres- 
»ondence with customers who complain, 
slosed accounts would be reduced by a 
ig proportion. 

Your complaint file is a mine of in- 
Ormation, just as it is your contact 
vith customers who are poised so deli- 
ately that the slightest touch by your 
rm will do one of two things: either 

~ will send them scuttling away to one 
f your competitors or it will confirm 
hem in their confidence in you and 
ather them in as still happy and satis- 
ed customers. 

It is a strict rule of the great firm of 
Voolworths that every complaint made 
7 a customer must be fully investi- 
ated and the customer made com- 
letely satisfied. This is one of the 
icies which helped to make {4,000,000 
cofit last year. If it is necessary, and 
‘orks so well for a firm which has 
sainly a transient clientele, how much 
ore necessary, then, is it to a firm 
ling products of higher price and long 
fe and where the permanence of a 
ientele is the great thing to secure? 


, Watch ALL Out- 
Going Mail 
“he manager or proprietor of a business 
ho one Saturday would take home 
e carbons of all letters sent out during 
16 week by his firm and spend a quiet 
inday reading them would give him- 
(Continued overleaf) 
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*IRIECOIRIDS 


— complete, visible 


and SIMPLE 


Kardex records flash an instantaneous message revealing 
all the vital facts of your business. This information is 
rapid, accurate, comprehensive, because it is visible. 


Kardex users do not have to search ledgers and interpret 
a mass of figures. The position of stock, sales, accounts or 
running costs can be checked at a glance from day to day. 


On the Kardex stand at the Business Efficiency Exhibition 
responsible, experienced representatives will explain the 
economy and efficiency of Kardex as applied to your 
own particular business. 


Ask for the most applicable of the following Bulletins— 
“Purchase and Stocktak- 
ing’, “Sales and Order 
Records’’, ‘‘Ledger Con- 
trol’, “Credit Conitrol’’ 
or “Hire Purchase 
Accounts’’. 





© Visit the 
KARDEX STANT 
No. 30 


at the 
Business Efficiency Exhibition, 
White City 


Sept. 26—Oct. 6 


ARDEX 


Made in England 


I, LEADENHALL ST., E.C.3 


Tel. Monument 3921 (7 lines) 


AND ALL PRINCIPAL CITIES 








A REAL TIP TALK TO YOUR PRINTER ABOUT 


LARGER LABELS AND SPECIFY 
SAMUEL JONES 
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BIGGER Ask him also to send GUMMED 
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LABELS is FREE and enables you D A PER 


to order your labels easily 
and quickly. 


SAMUEL JONES & CO., LTD., BRIDEWELL PLACE, LONDON, E.C.4 @ IT WAS 
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How much time do you waste fumbling 
for telephone numbers? With the 
“Findeezi” Desk installed at your elbow, 
a swift simple movement brings the 
Executives of large ~ telephone directories—on a solid flat 


businesses are parttc- table right in front of you for easy, 
ularly requested to write comfortable reference. And, when not 
for detasls of spectal in use, the ‘‘Findeezi’’ Desk folds flat 
terms. ®© against the wall. 


THE “FINDEEZI” DESK 
a necessity in every office ! 


@ Supplied in Olive Green or Mahogany-Brown, Price in AH- 
Metal 27/6. Delivered fres in U.K. 


T he 
BUCKINGHAM AGENCIES 


58 CHANDOS HOUSE, BUCKINGHAM GATE, S.W.1 


Telephone VICTORIA 6593 
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self a thoroughly entertaining day. I 
guarantee he would not be bored. _ 

An acquaintance of mine, using a 
much-advertised household applance, 
wrote to the advertisers requesting a 
free replacement part under the mach- 
ine’s guarantee. At once the firm e 
a correspondence accusing her of mis- 
use of the machine, saying, as clearly 
as they dare, that the machine couldn't 
go wrong except by wilful or ignorant 
misuse which, of course, was not cov- 
ered by the guarantee. 

I can imagine myself, as head of the 
business, reading that correspondence 
at home one Sunday. There would be 
some staff changes by 9 a.m. on the 
Monday morning! 

A man wrote in to a famous firm 
making harvesting machinery. He re- 
quested a part for his three years’ old 
machine. He got no reply to his letter; 
the correspondence department, instead, 
sent a form card to the area salesman, 
who called on the farmer and tried to 
sell him a brand new machine. The 
salesman was told that the farmer was 
a ‘‘prospect’’. No explanation was 
given that he was already a user who 
wanted service. 

I could have done some “‘firing’’ in 
that corréspondence department, too. 

Millions of pounds’ worth of business 
is lost to firms every year through 
hasty, ignorant and discourteous corres- 
pondence. Much of this waste could be 
stopped if proprietors or top executives 
would give some of their personal atten- 
tion to what goes out through the post. 


3. How Does Your Telephontst 
Treat Callers? 
I know one firm whose switchboarc 


| operator's voice, courtesy and ability is 


a subject of comment among London’: 
advertising and newspaper world. Tha 
girl’s work is considered by her em 
ployers to be as important at least a: 
that of the highest-paid salesman. | 


know that she obtained the job only 


after the most careful tests. She is 

a high salary, but she is the firm; sti 
is as capable of dealing with an in 
coming call as is any one of the firm’ 
directors. I make the statement on m 
own responsibility, but I guarantee than 
that operator has retained for her firr 
thousands of pounds’ worth of cash 


‘|, business, and goodwill which would in 
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mscrip, and all private ROA Pee 
papers and valuabiea in KATEKAN coir D 
ire and Thief - Re- IRTOAA Oas mat 
a8 tt BE cL 
we deliver to your ad- ’ at “Empire” 
Kj iress anywhere in the cert Chain Link Fence 
IJ U.K. a Solid Steel Safe, cen British make, of tough 
934 in. ~18 in WS in A “Crapo” Galvanised Steel, is ideal 
outside, complete with tor i roads, tennis 
$ rigs 10/0 Bec cl wilt arin aaa Gite dee 
per pos uge, 
and meshes on application. Send for List N F.L 106. 


PARKER, WINDER & ACHURCH, Ltd , Fencing Contractors, 
BIRMINGHAM 1. LONDON: 4 Gi. Marlboro’ St, W.1. 
MANCHESTER, LEICESTER& COVENTRY 


EMPIRE ‘ink FENCE 


Catalogue on applicairon, lustrating other sizes of Safes, 
S aaea Cabinets, Cash and Deed eh 
A. P. JORDAN & 00n t. B”) 
Navigation § 


Oxford Street, W.t 





evitably have been lost by other firm 
which I could name. 

Why are not telephonists chosen pet 
sonally by the responsible managemer 
of a firm from girls of a status capab, 
of truly representing the firm? An 
why are such girls not then trained : 
carefully as salesmen are trained? 

Would it not be a more profit-makir 
investment to pay a comparatively hig 
salary to an operator who consistente 
built up the goodwill of the firm tha 
to pay a low wage to an unsuitab 
junior who consisiently lost business 

What is the chance of a firm retainis 
the business of a client who, in exaspe 
ation, shouts: “For heaven’s sake œ 
off the wire and let me talk to someboc 
with sense!’’? JI heard that the oth 
day. 


4. What Does Your Re- 


ception Room Do? 

A whole article could be writen on this 
subject. Your reception arrangements 
can instantly welcome or repel a caller. 
You do not know who will call to see 
you. The man who is kept waiting, 
standing at a wretched little peep-hole, 
with nothing to look at but dusty walls 
and a notice forbidding the staff to 
smoke, might be calling to spend money 
with you. And after a few minutes of 
absolute boredom he mght walk out 
again in disgust. 

One firm in East London has not an 
elaborate waiting-room, but goodwill is 
certainly inspired by the following 
notice, prominently displayed: ‘We 
wish to avoid wasting your time, but if 
we unduly delay you, please ring this 
bell.’’ 

The bell communicates with a senior 
clerk whose duty it is to attend person- 
ally to anyone who sumomns him and 
never to leave that caller until he has 
been completely satisfied. 

Courtesy in its reception arrange- 
ments is a tremendous asset to any firm, 
and it costs nothing but a little personal 
care and supervision on the part of the 
management. The very smallest firm 
can convey to the caller the impression 
that he is welcome and that everything 
possible will be done to meet his re- 
quirements. It is truly amazing how 
many offices still keep callers waiting 
in uncomfortable conditions while a 
totally incapable junior lethargically 
pretends to attend to him. 


Check Up On 


All These Potnts 

Every humble person you employ who 
has direct contact with customers or 
prospects can make or mar your firm’s 
name. Commissionaires, lift-attend- 
ants, reception-clerks, *phone-operators, 
van drivers, delivery men, messengers 
(no need to mention salesmen, depart- 
ment heads, etc.: they come in a differ- 
ent category), and so on, all guard an 
amount of your firm’s goodwill which 
has a cash value probably equal to four 
or five years’ salary. Is it not worth 
‘while to see that they are trained to 
safeguard that valuable asset? 

It is management’s job to see to this, 
to see how these members of the staff 
behave towards the public. The big 
retail department stores know this. 
They employ special people, unknown 
to the staff, to call as customers and 
to test the courtesy of the assistants 
under all sorts of conditions. At least 
one chain of hotels employs a small 
secret squad of ‘‘awkward customers” 
whose duty it is to go and stay at the 
various hotels in the chain and to be 
“fussy” so as to test the courtesy and 
diplomacy of the staff. 

The reports of these ‘‘detectives’’ is 
not used to ‘‘fire’’ erring employees, 
except of course in flagrant cases, but 
to train them further in the invaluable 
art of courtesy and politeness. 

No business is too large and none is 
too small to be able to afford to over- 
look this most important factor in 
modern business. 


ISITORS to the 
Efficiency Exhibition, 
White City, Sept. 26 
to Oct. 6, should not 
fail to inspect Ellams 
exhibit where they 
will find the most 
STAND extensive range of 
No. G modern Duplicating 
Appliances ever 
shown by any firm 
of Manufacturers —— 





DU PLICATOR 
COMPANY LIMITED 


12, KING STREET, CH EAPSIDE 
LONDON, E.C.2 





Control and check time 
with a “NATIONAL” Master 


Electric Clock & Time Recorder 


Manufacturers of TIME STAMPS, 
RADIAL, AUTOGRAPH & COSTING 
RECORDERS, also ELECTRIC DIALS 
British Manufacturers and Patentees 


NATIONAL TIME RECORDER Co. Ltd. 
Aquinas Street, Stamford Street - S.E.1x 


Telephone: Hop. 6641-2 Telegraphic : Natrecord, London 








These Filing Cabinets are of the same high quality as all 
other Chubb Products, and the same engineering skill is 
embodied in their new production. Bent steel construction 
and heavy reinforcement ensure great strength and rigidity: 


THE CHUBB FILE offers :— 


LARGER CAPACITY. Ce fling space of 254°. A tour 
capacity of an ordinary e waT file. 
SMOOTH PERFORMANCE, With special Ball Bearing 


Progressive Suspension Slides. 
DUST RESISTANCE. The retaining pocket holds ji 
SAFE LOCKING. By the CHUBB Pin Tumbler Automatic 


drawers in position. 
These files can be seen ata cheaper price 


ai any of the 
below 


CHUBB & SON’S LOCK & SAFE CO. LTD. 


Head Office: 128 QUEEN VICTORIA STREET, E.C.4 Tel: CITY 1626 
West End Branch: 68 ST. JAMES'S ST., PALL MALL,S.W.1 Tel: REGENT 2087 
Branches : l CHESTER; 126 Buchanan St., GLASGOW; 28 Locd St, 
EE A sN EDRAUACH ; Chubb a WOLVERHAMPTON 
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- These Services are FREE 


SUBSCRIBERS are entitled 
to free information concern- 
ing Products, Appliances 
or Services. 


ADVERTISERS who do 
not employ an agent (which 
we recommend them to do) 
are entitled to free Copy 
Service. 

: Partioulars for the asking from 
SERVICE DEPT., BUSINESS 
6 CARMELITE ST., E.C.4 


“FROZEN 
MONEY” 


Send for a free copy of this 
article which tells how capital 
ts released from stocks. 






WALLACE CLARK & COMPANY 
CONSULTING MANAGEMENT ENGINEERS 


(CHants in leading indusirics in isn countries) 





European Headquarters : 
25 Ave. Victor-Emmanvel lil, Paris 
New York: Graybar Building 











hands 













BUSINESS for SEPTEMBER, 1933 


THIS BUDGET 
secures 
PROGRESSIVE PROFITS 


(Continued from page 8) 


Each member of the committee holds 
a brief meeting of al his subordinate 
executives and lays the budget plan 
clearly before them, but the key men 
from now on are the budget controllers. 


Each Department has its own 
Budget Controller 


Ours is a very large concern, so we 
have a full-time budget controller for 
each department. These men are not 
members of the budget committee; they 
ara not executives: they are capable 
young men with an accountancy train- 
ing, but also some months of definite 
training in the work of the actual 
department whose budget they control. 
We ourselves give them this latter prac- 
tical training, as they are then in a far 
‘better position to understand and intel- 
ligently chgck the figures with which 
they deal. 


These budget controllers, though they 


are not executives, are independent of 
all control by the heads of the depart- 
ments to which they are attached. They 
are responsible directly to the chairman 


and secretary of the Budget Committee 
and are judged solely on the efficiency 
of their results and the good association 
which they maintain with their depart- 
ments. These men must be diplomats 
as well as controllers. It would be no 
good to us if by rigidly holding down 
certain figures a controller excited ill- 
will, discontent and chaos within his 
department. We fully understand that 
a happy, contented spirit among all 
' is as great an asset as purely 
economical working. 


This Budget Committee is the 
Hub of the Plan 


Every month we hold a meeting of 
the Budget Committee at which pro- 
gress is discussed. We avoid, where 
possible, any alteration of the estimates, 
but if any minor adjustments do become 
necessary they are discussed at these 
meetings and must have the signed 
sanction of the chairman and secretary 
before they can be put into effect. 

Emergency budget meetings can, in 
addition, be called at any moment to 
meet a crisis. In these cases every 
member must attend, even though his 
oy sate may not seemingly be 

ected. By this means the top execu- 
tive of every department always main- 
tains a clear view of what is going on 
in the business as a whole. He is not 
allowed to suffer from that department- 
alized aloofness which so often causes 
the departments of a big concern to be 
as cat and dog with one another, instead 
of pulling understandingly together. 


The departmental budget controllers 
are as alert as hawks. A few pence over 
the line by any section brings the 
budget man down on that particular 
department head like a load of bricks. 
The department head then locates the 
waywardness, and he in turn puts the 
necessary pressure on his subordinate 
executives who, in their turn, make 
their own remedies. 

Thus, the whole line is tightened up. 
Every employee knows that the budget 
is a real thing and that any indiscrimi- 
nate waste or injudicious commitment 
is quite out of the question and will in- 
volve him in very detailed explanations. 


How the Litile Wastages 
are Stopped 


A case occurred only recently where 
a clerk had prematurely exhausted his 
quota of certain form sheets; more had 
to be purchased. 

To get this purchase through, the 
initialled sanction of the chief account- 
ant and the managing director (as chair- 
man of the Budget Committee) had to 
be secured by the office manager, and 
there is no doubt about it that the em- 
ployee responsible for the premature 
consumption of the forms? an adequate 
supply of which had been originally 
laid in according to the budget, had to 
substantiate his request with highly 
satisfactory and definite explanations to 
the office manager personally. 


ANY Business can use a 
Budgetary Control 


Some business men might imagine 
that all this involves a good deal of 
routine and red tape. But actually it 
does not. In a big firm such as ours 
the control must be tight; there musi 
be a fairly severe deterrent to prodigal 
use or waste of anything, whether it is 
paper and envelopes or tools and mate- 
rials, otherwise the leakage will be such 
as to eat a considerable hole in profits. 
Once started, too, these leakages are 
infernally difficult to locate and to stop, 
since individually they are so small, 
unobtrusive and widespread. 

I might mention here that a budget 
plan does not necessarily involve a con- 
troller for each department. We have 
it so because we are a big concern and 
find that we need it. In a smaller con- 
cern one controller (say, the secretary 
or accountant) would be ample. But 
the point is he must be a controller A 
budget is worse than useless unless it is 
really controlled, and the responsibility 
for this must be definitely fixed upon 
someone who fully understands its pur- 

and has the power to act. 

This article should indicate that there 
is nothing mysterious or difficult about 
a budget plan; it can be applied with as 
much effectiveness and ease in a small 
concern as in a large one. It is, in fact, 
the only intelligent way to conduct a 
business, a manufacturing and selling 
business anyway. It is no exaggeration 
to say that the plan as devised and run 
by us is the sole basis of our continu- 
ously successful balance-sheets. 
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Consider the effect of fine modern print on prospects. The 
value of a sales leaflet to start the bail rolling. A personal 
letter to follow up. An artistic and effective booklet. A neat 
attractive catalogue. And all of them illustrated, if you wish. 
Whatever the circumstances, just the right piece to tell your 
story—to clinch your sale. Isn’t that worth a thought ? 

Rotaprint as a machineis unique in featuring every type of 
sales aid, printed without type, blocks or stencils by a process 
new, simple and inexpensive. You save on the average 50% of 
your printing bill. Printed, moreover, in your own office, exactly 
as i pen delivered up -to -the -minute, in the exact quantities 
required. 


For convincing proof, tell as your printing needs. Then have a demon- 
stration—withoat obligation, of course—and see for yourself how Rotaprint 


meats them. 
Write or ’Phone to-day io: 


Kaye’s ROTAPRINT Agency, Lid. 


CECIL HOUSE, 57a HOLBORN VIADUCT, LONDON, E C.r. 
Also at CENTRAL 1300 {3 lines) 
BIRMINGHAM, BRISTOL, CARDIFF, GLASGOW 


LEEDS, M 
[BUSINESS EFFICIENCY a ee 


EXHIBITION—STAND No. 12.] 





BATES ECONOMY 


BATES 


TELEPHONE INDEX 


STAPLING COSTS 


WILL NOT -JAM 
ORCLOG 


EYELETTERS 


NEW 
FEATHERWEIGHT 
NUMBERING 
MACHINES 


SPECIAL INK 


EXCLUSIVE DISTRIBUTORS: 


BUSINESS EQUIPMENT Ly. 
6 LLOYDS AVENUE, LONDON 


ROYAL 4277 











RINTING INCREASES SALES... | 


STAPLER 


5,000 staples from each coil of wire 
at a single loading. 
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HOUSE TELEPHONES 


INTERCOMMUNICATING—AUTOMATIC—LOUD -SPEAKING 
The Dictograph Telephone System enables you—as Principal 
—by the merest flick of a key—to 
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FULL OR SELECTIVE IN 








Get through instantly 
to any departmental 
member of your organiz- 
ation, without turning a 
dial, calling Exchange, 
holding an earpiece, or 
speaking into an unsanit- 
ary mouthpiece. 

Talk naturally to him, 
without raising your voice 
and without moving from 
your seat or even from 
your usual attitude. 
Hold a conference 
between several of your 
departmental ‘“‘heads’’ 
without anyone leaving 
his department ‘“‘leader- 
less’’, 


Hear their replies aloud 
through a loudspeaker as 
distinctly as if they were 
standing at your side. If 
you wish your replies to 
be for your own ear only, 
an earpiece is provided. 


Retain both hands free 
to write or hold papers 
whilst you talk, or even 
walk about the room or 
dictate your letters. 

Secure right of way 
in a polite manner over 


other conversations 
between your depart- 
ments. 


AND ALSO PROVIDES 
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Can you afford 
in your business? 
find out. 
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be without such conveniences 
It will cost you nothing to 
We give free demonstrations in your 


own premises without charge or obligation. 


DICTOGRAPH TELEPHONES Ltd. 


Head Office and Works—- 


Aurelia Road, Croydon 
Telephone : Thornton Heath 2240 (2 lines) 


BRANCHES +—LONDON, MANCHESTER, BIRMINGHAM, GLASGOW, DUBLIN, 
BELFAST, LEEDS, BRISTOL, NEWCASTLE, CORK, Etc. 
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SEND FOR ONE ON 
APPROVAL 


CONVINCED of the superiority of our Appoint- 
ments Alarum Watches, we will send you one 
for seven days’ trial, without any obligation to 
purchase unless you are thoroughly satisfied with 
it. Our watches have been supplied for years 
to Imperial Chemicals Co., Ltd., Anglo Persian 
Oil Co., Ltd., Columbia Graphophone Co., Ltd., 
Cosmos Lamps, Ltd., and other leading firms. 


Box Bg, C/o BUSINESS, 6 Carmelite St., E.C.4 
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WOMEN better than 
MEN at Routine 
(Continued from page 10) 


now employ both men and women 
throughout their organization. The 
manager told me that-in about 1922, 
when they had not a single woman in 
the place, they found that certain de- 
partments were giving more trouble 
and costing more than they did when 
they were staffed by women in 1918. 
On the other hand, other departments 
were running more smoothly with men 
than they had been with women. One 
of the directors made a careful examin- 
ation, with the result that several 
changes were made in various depart- 
ments. 

These were the changes. In the 
accounts department men continued to 
look after all matters pertaining to stat- 
istics, calculating, cash handling, cost- 
ing and credit control. Women were 
substituted for men in the routine jobs 
of recording, invoicing, book-keeping 
and wage paying. ‘‘In this depart- 
ment,” the manager said. “I think 
women would actually be as good as 
men at everything except in costing 
and credit eontrol, but in these two 
jobs a man is essential because of the 
responsibility entailed.’’ 

In the correspondence department 
women took the place of men for short- 
hand-typing, duplicating, addressing, 
filing, indexing and dispatching. In 
fact, they were found to be better for 
every job except that of actually dic- 
tating letters, and in this only one 
woman in two years proved a success. 

The sales department was left un- 
touched; sales management, sales pro- 
motion, selling, and advertising were 
left entirely in the hands of men. 
“There is too much initiative and 
creative force demanded by selling for 
it to be a woman’s job,” the manager 
explained. ‘‘An unproductive day wor- 
ries a woman and depresses her instead 
of goading her on to fresh efforts as it 
does in the case of a man.” 

On the telephone women naturally 
superseded men. In the demonstration 
and show-rcoms, too, women were 
found more suitable than men, except 
at the inquiry desk, where men seemed 
better able to deal intelligently with 
any difficult cases which arose. 


Men do Better at Jobs that 
are Progressive 

‘These changes,” the manager told’ 
me, “‘were made gradually as oppor- 
tunity arose, and their effects were in 
every way beneficial. The women were 
content with their routine jobs, and the 
men worked all the better because they 
appreciated, as they watched our staff 
policy, that theirs were the really im- 
portant jobs.” 

I heard of the experience of one large 
concern selling a household labour- 
saving machine to women. This appli- 
ance was of a distinctly mechanical 
nature and required servicing after pur- 
chase. Sales were sood, but telephone 
calls and correspondence to the service 


(Continued from page 40) 
department every day were heavy. 
Advice was sought, alleged complaints 
were made and all kinds of questions 
wero asked. 

In view of the fact that the product 
was a household article and that nearly 
all the problems which arose concerned 
the housewife, the firm put a married 


woman in charge of the service depart- 
ment. 


Seemingly a Woman’s Job but 
she could not hold it. 


That woman worked genuinely hard 
to grapple successfully with the job; in 
fact, she almost worked herself into a 
collapse, but the affairs of the depart- 
ment got into absolute chaos. Users 
became furious because all the eccen- 
tricities of their demands were not met; 
the service staff (men) became disorgan- 
ized because, in the panic of confusion, 
the woman chief issued all sorts of un- 
correlated instructions, and the firm 
began to lose customers. 

en a man from the-sales side was 
instructed to deal with all inquiring 
users, matters were tightened up at 
once. The department simmered down 
and began to run smoothly and suc- 
cessfully. The late woman service man- 
ager worked admirably as assistant to 
the man. Her work in tabulating and 
sorting complaint and service records 
was beyond reproach. Clearly, as a 
creative worker she was a failure, but 
as a routine worker she was among the 
most efficient in the organization. 

A large firm of national advertisers 
held a competition among the public 
for an advertisement idea. One of the 
best sent in was from a young woman. 
The firm was so intrigued by the 
cleverness of the idea that it offered 
the competitor a job, on trial, as copy- 
writer and ideas creator on its advertis- 
ing staff. For just two weeks the young 
woman did well, but a continuance of 
the trial revealed that she had worked 
herself ont. She did not produce an- 
other thing of any value whatever. She 
was put on to routine work to help fill 
out the trial period, but during this 
time she was given a chart system 
which someone had started and never 
finished for keeping check of current 
advertising insertions in many publica- 
tions. 

The girl completed the chart and 
proved so efficient at keeping this and 
other records that the firm retained her 
for her services in this connection, and 
also made the arrangement that if, in 
an inspired moment, she could create 
any acceptable advertising idea, the 
firm would offer her a cash payment 
for it. I believe she produced only one 
idea in twelve months, but she re- 
mained an efficient record keeper. 

The conclusion to be reached, then, 
from the experiences of this and other 
firms is that women excel in routine 
jobs in which attention to detail is 
necessary, but that it is essential to 
employ men where responsibility has 
to be undertaken, or where initiative 
and the creative faculty are required. 


Facts that will interest 
you about Air Travel 


IMPERIAL AIRWAYS operates regular daily services from London to Paris, 
Brussels, Cologne, Basle and Zurich 


THE FARES are not expensive and there are connexions by air from these 
cities to all parts of Europe 


‘THERE ARE four services a day between London and Paris in each direciion 
and you can travel between the two capitals while you lunch; or 1f you 
leave earlier you can be there and back in the day with plenty of time left 
for business 


THE ‘HeERAcLES’ air liners used between London and Paris are the largest 
in the world used on regular services. They are so quiet that you can talk 
without raising your voice. They carry two stewards who will serve you 
with table d'hôte or à la carte meals. There is ample luggage accommodation 
on board and two lavatories 


A WEEK-END trip or a Sunday excursion from London to Le Touquet enables 
you to spend a pleasant week-end or a day at this delightful place. The 
air services also increase the pleasure of holidays at Ostend or Le Zoute 


THERE IS a regular weekly service from England right across India to 
Calcutta and right through Africa to Cape Town. The first journey takes 
but seven and the latter only ten days 


THE FARES to India and Africa are not expensive and include all your 
hotel accommodation (for you sleep comfortably on land each night), as well 
as meals, car transport to and from the air ports, and even tips—in fact, 
once you have paid your fare there are no ‘extras’ 


ALL THE SERVICES of Imperial Airways carry mail and freight, and this 
enables you to communicate with and send goods to your friends and business 
associates quicker than in any other way. It is just as simple to send goods 
and letters by air as by any other means 


IMPERIAL AIRWAYS is the only air transport company in the world in which 
the rates for personal accident insurance are exactly the same as those charged 
for travel by rail and by sea: this is a striking tribute to the reliability of 
the services of the Company 


IMPERIAL AIRWAYS 


THE BRITISH AIR LINE : LONDON : PARIS : BRUSSELS 
CAIRO CAPE TOWN CALCUTTA NEW YORK 


Bookings and information about Imperial Airways from the 
principal Travel Agents or from Imperial Airways Ltd., Airway 
Terminus, Victoria Station, S.W.1, or Airways House, Charles 
Street, Lower Regent Street. Telephone: Victoria 2211 (Day 
and Night). Telegrams : Impairlim, London 
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ROYAL ALBION HOTEL 


BRIGHTON 


FORGET THE CARES of business—at least. 
for a time, at Brighton 


Write for reservations and tllustrated handbook — 


Sir Harry J. Preston 
Resident Proprietor 


Royal Albion Hotel, Brighton 


Telegrams ` 
“BRILLIANCY, BRIGHTON” 


Telephone. 
BRIGHTON 3108 
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DO YOU KNOW— 
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especially useful for ‘‘matching in” names 
and addresses. 

The Maxispeed Addresser, it is claimed, 
will increase the output of addressed 
envelopes or cards by about 40% 

Basing the salary of the average typist 
at {roo a year, the appliance, in regular 
use, will show a saving of roughly £40 per 
annum for each machine, which represents, 
during the life of the typewriter, an 
economy of several hundred pounds. 


That there is an automatic, loud-speak- 
ing house telephone which offers six out- 
standing advantages to all the executives 
of any concern, no matter how large ıt is. 
In fact, the larger the concern the more 
valuable and time-saving are these advan- 
tages. 

These six advantages are precisely des- 
cribed in the announcement of Dict ph 
Telephones, Ltd., on page 40 of this issue. 


That speed stationery, one of the latest 
developments to facthtate as well as to 
speed up the typing of letters or docu- 
ments of all kinds, can be seen in actual 
operation. From the wide range of uses 
to which this short-cut method is applied 
you will at once be able to see at what 
point, or points, in your own business the 
system could be introduced. Lamson 
Paragon announce their Exhibition stand 
number on page 15. 


That it is possible to have visible, and 
therefore instantly available records of 
almost every fact connected with your 
business. Such easily-read records make 
possible the day-to-day (almost hourly in 
some cases) checks on stocks, sales, de- 
liveries, costs, accounts, etc., which to- 
day’s business makes necessary. These 
visible records do away with the need for 
bulky files and volumes: they give their 
information at a glance. 

As explained on page 35 by the manu- 
facturers (Kardex), they will have on their 
stand experienced representatives who will 
be glad to advise business men on any 
problem of record-keeping. 


That printing, sales letters, illustrated 
booklets, instruction sheets and internal 
stationery of all kinds without the use of 
type, blocks or stencils is being shown by 
a new process. The advantage of being 
able to print practically what he likes, how 
he likes and to have it delivered in the 
quantities and at the moment he wants it 
is obvious to every business man; but when 
such a job is done under his own roof and 
at a price which shows a big saving in 
cost, then the proposition becomes doubly 
attractive. Kaye’s ROTAPRINT Agency, 
Ltd., give their stand number on page 39 


That 2 to 5 clear and unalterable copies 
of any original hand-written entry can be 
secured without interleaving any carbon 
shests by using the Egry Manifolding 
Registers. Demonstrations will be given, 
showing how the mechanism automatically 
presents a fresh set of forms as one becomes 
used and at the same time retains one co 
for reference and checking in a special: 
locked compartment 

An illustration of this appliance and a 
list of some of the uses to which it can 


eg ee in a business appears on page 4 
of this issue. 
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That certified tests in a furnace are car- 
ried out on the fire-1esisting cabinets 
offered by Library Bureau, Ltd. The risk 
of fire to valuable documents is a matter 
which needs no emphasis to the business 
man. He knows that there are -many 
things which he must have in his office 
that no amount of insurance compensation 
could replace. Yet too often he pins his 
faith to ‘‘safes’’ which let him down when 
a real fire occurs The announcement on 
back page of cover explains that there is 
a great diference between ordinary ‘‘safes’’ 
and a cabinet specially constructed to be 
fire-resisting. 

© 


That ‘Voice Writing” is one of the most 
useful and time-saving powers given to 
the executive And, in addition to this, 
it is claimed that every typist is relieved 
by this system of three hours a day norm- 
ally spent in purely mechanical routine. 

ust exactly how this tremendous saving 
is made possible and how it could be pro- 
fitably made use of in your business will 
be demonstrated by Ediphone on their 
stand. 

In the meantime further details can be 
obtained from the company’s advertise- 
ment on page 22. 


That a new book (164 pages) on the 
most modern phases of office work is only 
one of the things which will be found of 
great interest on the stand of Moore’s 
Modern Methods, Ltd. The main contents 
of the book, which is now advertised in 
advance, will be found on page 26 of this 
issue P 


That the latest developments in type 
writers and associated equipment will be 
shown by L. C. Smith & Corona Type- 
writers, Ltd. On page 5 the company 
quotes its stand number and cor y in- 
vıtes a visıt from every business man and 
woman interested in this equipment. 


That a efficient but small, al- 
electric calculating machine will be shown 
by the Marchant Division of the above 
firm. This machine is entirely automatic 
and does not call for skilled operators. It 
is ulustrated in the advertisement on 
page 44. 

® 


That Carter-Parratt, Ltd., experts in 
visible record equipment, invites any busi- 
ness man to submit his problem of record 
keeping to their representatives on the 
stand. See the announcement on page 2. 


© 

That one of the most extensive ranges 
of duplicating machines ever assembled 
by one manufacturer will be exhibited by 
the Ellams Duplicator Co., Ltd. These 
machines are well known to many 
thousands of business men, but on the 
stand will be shown developments which 
will well repay an examination. The stand 
number is mentioned in the firm's 
announcement on page 37. 


That a striking demonstration of a 
method that enables the executive business 


, man to ‘‘double his ag oom to get things 
Y 


done” will be made the Dictaphone 
Co., Ltd. No greater business asset exists 
than that expressed in the phrase 
“double your capacity to get things done’’. 
It represents time, output, growth and 
profits. 

(Continued on page 48) 
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WHY THE PACKAGE 
SELLS MORE GOODS 


(Continued from page 19) 

tive customers. The points of a pack- 
age, too, can constitute outstanding 
points of the sales talk in a campaign. 
For example: ‘‘See How it Pours”, 
emphasizes the patent lip in the con- 
tainer of a famous salt. A meat extract 
firm recently based a whole campaign 
of advertsing on their new wide- 
mouthed jar. In a new campaign for 
a motor oil the glass bottles in which 
it is packed are emphasized. The glass 
bottles also form the base of dealer win- 
dow displays. The freshness of all kinds 
of foodstuffs is advertised because the 
products are wrapped or packaged. In 
the last twelve months at least eight 
national campaigns have been based 
purely on the merits of a new package 
designed to contain the goods. 


+ 

SIX. Apart altogether from its im- 
portance as an adjunct in marketing, 
the package enables a manufacturer to 
speed up work and save money in the 
factory as no other method would do. 
In any works where modern high-speed 
output is in force the fach that the end 
of the production line produces the 
goods finally sealed and packaged, enor- 
mously simplifies the transport and 
storage problems 
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AIR TRAVEL SAVES 
TIME AND MONEY 


Tbe heads of several big business 
organizations tell us that they find 
air travel the ideal method of sending 
their representatives abroad on busi- 
ness, 

For example, a big house now sends 
its buyers to Paris by Imperial Airways. 
The buyers go there and back in the 
day, with six clear hours in Paris for 
business. This not only saves time, but 
they find that their representatives 
arrive in Paris fresh and unfatigued for 
business. 

The air services to other parts of 
Europe and through Africa to Cape 
Town or to the Far East, also offer big 
advantages to business people. For 
instance, they can visit India and 
return in about the same time as it took 
them to get there by surface travel. 


rr eee 


SELLS PLUMBING MORE 
EFFECTIVELY 
A provincial firm of plumbers uses a 
large glass-fronted display case fixed 
to each side of its motor van, in which 
are arranged attractive lay-outs of vari- 


' ous fixtures. As the van travels round 


the district the unusual displays attract 


' attention and execute a valuable job 


of ‘‘silent selling’’ while standing in 


' front of the various houses where the 


—_— 
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plumbers are at work. The display 
cases also act as sa supply 
cabinets, for fixtures can ily 
removed and used by the men on the 
job if the necessity arises. 


‘Cello 


WHENEVER YOU HAVE PRODUCTS 
in need of added sales appeal or pro- 
tection, or some packaging problem 
which needs a solution, consult us. 


We can probably help you. Many of 


successful 


P 


the most products in 


hane 


cellulose wrapping 





brand of transparent 





on the market to-day are the result 
of practical suggestions from our 
organization. We have a Package 
Development Department ready to 


help you and advise you on the 


most suitable type of material to use. 


Please mention “BUSINESS”? when 
writing and ask for our booklet 


“FACTS”. It will interest you. 


THE CELLOPHANE COMPANY LTD. 
6, 7, 8 & 9 BIRD STREET - - LONDON, W.1 


CELLOPHANE is the registered trade mark of The Cellophane Co. Ltd., to 
designate its sheets and films of regenerated cellulose. 
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ELECTRIC 
CLEARANCE 


MARTHANT 


“MASTER OF MATHEMATICS” 


CALCULATING MACHINES 


The [00% electric calculator that Is Indispensable 
to avery business office. Every operation & per- 
formed electrically and automatically, obviating 
the need for trained operators, 


The Marchant will speed up your clerical work, 
reduce your costs and eliminate expensive mistakes. 
Guaranteed in avery respect for one year A demon. 
stration and trial will cost you nothing. 


Full particulars from 
MARCHANT DIVISION 


L C SMITH and CORONA TYPEWRITERS LTD. 


Melbourne House, Aldwych, W.C.2 
TELEPHONE TEMPLE BAR 2531 








Stand No. G4—~Business Efficiency Exhibition 








DISPUTES 
ON PAY DAY 


USINESS houses are eliminating un- 


leasant disputes by employ 
ANCA TER’S NEW PAS 
WALLETS—she really efficient pay envelope. 


Employees can check their money—even 
handle their notes, without extraction and 
without tearing the wallet. 
In case of a mis-count, can be easily 
checked without opening; the sealing being 
absolutely secure and permitting of wages 
peng Sas up and sent any distance with- 
out risk. 
Yet LANCASTER pay wallets are with 
practice speedier than the ordinary trans- 
t envelope because notes need not 

Ee folded. 

Fres sample Wallets 

and Prices on request. 


LANCASTER BROS. & CO. 
Cash Bag and Envelope Specialists 
Shadwell Street 
Birmingham 4 
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CONFERENCES 


(Continued from page 9) 


Use These Four Governing 
Principles 


If the following four rules are always 
observed wasteful conferences will be 
avoided : — 

Never call a conference unless the sub- 

ect of the conference and the objects to 

e attained (whether the laying out of 
a programme, the settling of a policy 
or certain specific decisions of action) 
can be definitely set down and are put 
before the members of the conference 
before ıt is called. 

Never hold a conference without a 
shorthand typist to take notes of the 
decisions come to and the action to be 
taken. 

Never end a conference unless a 
definite decision is come to, even though 
it be a decision to defer a final decision 
to a future definite date. 

Always see to it that the shorthand 
minutes of the conference are followed 
up—~that is, that every man at the con- 
ference who makes a statement or agrees 
to a decision knows that it will be set 
down ın black and white and he will 
be held responsible, and that any mem- 
ber who agrees to carry out a certain 
action decided on knows that a record 
of that fact will be made and that he 
will be checked up on it. 

If these four rules are observed it will 
be found time and again that projected 
conferences will be cancelled because when 
the object is reduced to writing there is 
really no reason for a full conference; 
executives will not refer matters to con- 
ferences when they find, on setting down 
the sco of the conference, that the 
matter in hand is really for themselves 
to decide and carry out. Valuable time 
and energy will thus be saved. 


in Departmental Conferences 
there is this Danger 


Departmental conferences are an even 
greater danger, In some businesses where 
the conference method is overdone depart- 
mental heads get to the point where they 
do no work at all but merely hold con- 
ferences with their subordinates for decid- 
ing on what the subordinates shall do. A 
conference of five men lasting an hour 
and a half means a consumption of time 
equivalent to one man’s creative work for 
the whole day. Too many conferences of 
this kind mean that the a aa head 
bas not got his policy definitely enough 
laid out and his routine so established so 
that the department runs along efficiently 
and allows its personnel to get on with 
their real jobs. A conference of five men 
will often discuss for an hour a matter 
that can be decided in ten minutes by 
two of them who are the most definitely 
responsible. 

Irregular conferences are often better 
than regular conferences for this reason. 
When regular periodical conferences are 
used matters are liable to come up for 


discussion again and again merely because 
the conference is being held. But in the 
case of special conferences, called only 
when a certain matter needs immediate 
consideration and definite decision, it is 
then talked over once and for all and the 
final decision come to. 

For this reason, too, in the case of 
specially called conferences, ıt is much 
better to confine attention to one point or 
a related group of points, than to discuss 
a number of things as the danger is that 
they will all be partly discussed but none 
of them fully considered and finally settled. 
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Conferences Should Occupy the 
Least Valuable Working Hours 


The time for holding conferences should 
always be the least productive time of the 
day for the people who attend. A meet- 
ing of salesmen and salesmanagers between 
Io‘and 12 in the morning or 2 and 5 in the 
afternoon is an absolute waste of the very 
few sales productive hours of the day. It 
is for this reason that one dislikes the 
regular daily morning conference at 9.30 
or 10 because these hours are usually the 
most valuable and creative for executives. 
The least wasteful hours seem to be 
between 12 and 2 and between 5 and 6. 
The only trouble with the latter hour 1s 
that department heads are likely to be 
worn out with the day’s work, and per- 
haps the conference calling for keen 
thought and energy should not be held at 
that hour. 

The confusion between the conference 
called for taking action and the conference 
for social or goodwill purposes usually 
results from the mistaken idea as to who 
should be called into the conferance. The 
definite and decisive conference should 
only include men whose work either is 
affected by the decision or whose views 
or agreement are necessary to the decision 
or who are carrying out the decision. 
Social or goodwill conferences, on the 
other hand, can be more broadly attended. 
Often in the definite type of conference 
many of the members are only interested 
in one-tenth of the proceedings and nine- 
tenths of the time is therefore wasted for 
them; which is another reason for con- 
fining special conferences to one definite 
subject. 

The head of one business has a weekly 
luncheon conference of his active fellow 
directors and department heads at which 
no agenda is allowed at all and notes are 
only taken in case of any definite decision 
involving action by somebody in or out 
of the conference. This is what is called 
an ‘‘idea’’ business—that is, its operation 
and progress depend on a constant succes- 
sion of fresh ideas. He holds these meet- 
ings in order to get his fellow managers 
to thinking and talking in terms of new 
ideas. He has kept a careful record and 
his claim is that at least one good new 
idea comes out of every two meetings— 
which makes them well worth his while. 


TREND of BUSINESS 


(Continued from page 14) 


per cent, and chemicals and allied pro- 
ducts by almost 50 per cent. Exports 
of non-metallic minerals and their pro- 
ducts have jumped from $739,170 to 
$1,373,158. 

In South Africa exports for June 
totalled £5,983,834, against £5,133,089 
last year, and imports continue to in- 
crease. Railway traffics are up, and so 
are retail sales and Exchequer returns. 

Throughout the whole of the British 
Empire similar signs of recovery are to 
be found—recovery on a real and solid 
basis. 


World Unemployment 
Decreases 


he trend of affairs in the rest of the 

world is not easily definable. For 
the first time a decrease in unemploy- 
ment in a number of countries, as com- 
pared with a year ago, is reported by 
the International Labour Bureau. Two 
only, out of thirty-eight countries, do 
not record a decrease in unemployment, 
and it would seem that the improve- 
ment in unemployment which made 
itself felt in some countries earlier in 
the year is now spreading to the whole 
world. 

Figures recently issued in Berlin 
show unemployment in Germany has 
dropped below 5,000,000 for the first 
time since November, 1931, but the 
accuracy of this figure must be judged 
in the light of Germany’s decline of 41% 
in the export of industrial products. 

An illuminating report on ‘‘Economic 
Conditions in Germany” has just been 
issued by the Department of Overseas 
Trade. It is useless, says Mr. J. W. F. 
Thelwall, who compiled the report, to 
forecast what is likely to happen in Ger- 
many during the next year or so. At 
the beginning of 1933 Germany's diffi- 
culties were almost overwhelming; they 
included serious internal deficits in 
Reich and State Budgets, many foreign 
debt problems, a dwindling foreign 
trade, agriculture in a sorry financial 
plight and, heaviest, of all, 6,000,000 
unemployed. The Hitler Government 
has made a vigorous attack on most of 
these problems, but it is too early yet 
to say if the suggested remedies are the 
right ones. One feature of these re- 
organization plans which is proving a 
serious hindrance to trade is the official, 
and unofficial too, interference with 
business concerns. The tendency to- 
wards collective control is also causing 
a feeling of insecurity in industrial and 
financial circles. The new Government’s 
plans appear to be far-reaching, but 
they do not seem to take into account 
that the German financial market is in 
no position to finance national recovery. 

The business outlook in Germany 
from an internal and an international 
point of view is, therefore, by no means 
bright. The new economic machine 
which is in course of creation may pos- 
sibly succeed, but the present indica- 


tions are that Germany has not yet 
conquered her manifold difficulties. 

France's production and exports show 
a slight increase, and better trade 
figures are issued by several other 
European countries. 


U.S.A. Future 
Still Uncertain 


| n America so much is still happening 

that it is impossible to say whether 
the upturn is likely to be permanent or 
not. There was a sharp increase in 
both exports and imports for July, not 
only against July, 1932, but also over 
June this year. This was in part due 
to the higher prices ruling last month. 
Merchandise exports in July (in round 
figures converted at $5) amounted to 
{£29,000,000, compared with {24,000,000 
in June, and {21,200,000 m July, 
1932. Imports were {28,600,000 against 
£24,400,000 and {15,800,000 respect- 
ively. 

But this is only one factor. The Presi- 
dent’s path to recovery is strewn with 
difficulties, and it is impossible at this 
juncture to say exactly what is going to 
happen. There is still talk of the possi- 
bility of inflation. 

It is true that the index of industrial 
production is up, and that wholesale 
prices are rising, but the employment 
situation is not yet clear owing to the 
ups and downs experienced by the 
“Brain Trust” in its attempt to estab- 
lish the now-famous prosperity “‘code’’. 
At the moment it does not appear likely 
that the labour situation will be so very 
much better during the coming winter 
than it was last year. 


Control or 
Collapse ? 


poner Bruce Bliven, The Week-End 
Review,- has summed the American 
position up as well as it is possible at 
the moment when he says: “Mr. H.G. 
Wells, in a famous figure of speech, once 
spoke of the modern world as engaged 
in ‘a race between education and dis- 
aster’. It is entirely accurate to say 
that the United States to-day is engaged 
in a race between social control and re- 
newed economic collapse. I am aware 
of no informed observer who feels that 
the chances of success are better than, 
say, six to four.’’ 

From our point of view the business 
man can reckon that, whatever happens, 
America has a long way to go before she 
gets on anything like a stable basis, but 
that in export markets her mvalry is 
already growing again, which is only 
one more argument why he should de- 
velop his own export business now. 

Very briefly, the business position 
throughout the world to-day is this: 
The general trend is favourable when 
compared with a year ago, but only the 
British Empire is building on a really 
firm basis. Because of both these factors 
now is the time for the British business 
man to push forward. The next few 
months present him with an oppor- 
tunity which he may never have again. 
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YOUR 
GREATEST 
DIFFICULTY = 


How often do you say: “Thats a good 1dcs-— 
I'll remember that,” and you don’t. Or yon 
read some worth-while and say: “I mest 
cut that out,” and you do, but can’t find it 
when you want it badly. 
The MASTROM INFORMATION SYSTEM and 
EQUIPMENT so classify and automatelly 
store your DATA... your PRESS CUTTINGS 
... your BOUND BOOK ITEMS, that they 
are instantly available when required. 
With the System and Equipment installed, at 
the touch of a button, so to speak, you corm- 
mand every learned pronouncement, tho opin- 
ions of the foremost experts, tho best idcas, ihe 
most successful methods concerning any subject, 
problem or task 
The System Is simple and the Equipment ready 
for use. And you are started with a summary 
of the best items from the data files of 
MASTROM LIMITED. The condensed business 
“counsel” ig in unique questionnaire form and 18 
remarkable in the way it gives you surety in 
decision and power in action Purchasers con- 
tinually say it is worth the cost of the whole 
outfit. 
Furthermore, a publicaton is included which 
pe you a broad knowledge of the Science of 
usiness so that you may not only overcorie 
the inherent limitations of any stnctly special- 
ised duties, but APPLY your organised data 
ao as to compel outs personal success 
Mastrom is UNIQUE. 


Chp this advertisement out ard pin it 
to your Noie Heading, or wrie NOW 
for descriptive leaflet, “The Rare 
Alan” (B833) There ts no obligation 


® 
MASTROM LIMITELE 
81 HOLLY LANE, SRDINGTON 


BIRMINGHAM 





ALL BRITISH 


NOVELTIES 


For Advertising and Xmas Gifts 





CALENDAR 
PENCIL 


The Perfect Pencil 
fitted with a Perpet- 
ual Monthly calendar 











AUTOMATIC 
BLOTTER 


Contains a whole 
year's supply of 
blotting paper 


Provides a clean 
surface at a touch 


710 gph A A bahar a n- 





AGEEMEMO 


THIS INEXPENSIVE 
NOTE BOOK 
REQUIRES 
NO REFILLS 


TE AI 


Why not send us your enquiries ? 


A. G. STANDARD CO., LTH. 


Standard Works, Spencer Street, London, BCI 
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YOU'LL 


LAND 
THE 


BIG 
FISH. . 












. IF YOU USE 
THE RIGHT BAIT 


In the bigger game — angling for 
bumness—you must be just as care- 
ful to choose the right balt Use 
photographs, they punetrate the deep 
waters where the big fish are waiting 
to bite. Get in touch with the 
Wallace Heaton Service and learn 
how quickly, economically and 
effectively, photographs can be 
produced. Phone Mayfair 4484 


BAIT YOUR ADVERTISING WITH 


PHOTOGRAPHS BY 


Wallace Heaton Ltd. 


STUDIOS: 30 AVERY ROW, W.I 
Just behind {19 NEW BOND ST., W.i 


















THE PROBLEMS OF GOOD AD- 
VERTISING PRINTING HAVE BEEN 
OUR SPECIAL STUDY FOR OVER 
FIFTY YEARS, AND THIS LONG 
SPECIALISED EXPERIENCE HAS 
RESULTED IN A REALLY UP-TO-DATE 
AND THOROUGHLY EFFICIENT 


SERVICE 
© 


OUR ORGANISATION IS AT YOUR 
DISPOSAL, SEND US YOUR PROBLEM 
QUR ARTISTS WILL SOLVE IT 
WITHOUT OBLIGATION 


@ 
W. MARK & CO. 


LIMITED 
THE DRAPERY 
NORTHAMPTON 


AND 


29 KING WILLIAM ST. 


LONDON, E C.4 mansion House 9674 








NOW READY 


Scientific Selling is analysed C explained 
Sor the Executive Salesman in 


PLANNED 
SELLING 


By JOHN W. POWELL, A.M.C.T. (Eng.), 


Late Technical Sales and Publicity 
Manager with Associated Manufac- 
turers Company, London & U.S.A. 


A new book of tested advice on the new methods 
of the modern salesman and sales executive Its 
iicisive analysis of the psychological bams of good 
salesmanship, 1ta sound market research facts, and 
its constructive sales promotion and ration 
suggestions ment mumediate and close study. Its 
umportance to shrewd businessmen at the present 
tame cannot be over-estrmated. 244 pages, 8/6 net. 
Order from a bookseller, or 
SIR ISAAC PITMAN & SONS, LTD., 
Parker Street, KINGSWAY, W.C.2 
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MASS i 
@ propuction @ 


Do you know ? 


~—that by our Mass Production 
Methods we can supply you with 
250 Real Photo Postcards for 
17/-. This price includes repro- 
ducing fromany Photo, Drawing 
or Sketch, and includeslettering. 
Send a postcard for samples and 
a copy of our booklet ‘‘Photo- 
graphic Printing.” 

B. MARSHALL & CO. 


FORD STREET - - NOTTINGHAM 


TIM and UNITAS 


Calculating Machines 
MIRA [3572] Calculating Machines 


Any kind of Caleulalor repaired or exchanged 


GE SPICER Market Pla 
TT srarstgaz2 BRENTFORD i 
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Original Design, by Eardley Beswick. 
(Grayson & Grayson, 7s. 6d.) 

Business fiction is suspect. Almost with- 
out exception men of business experience 
are not fiction writers. Equally true is it 
that few authors have any experience of 
business or any conception of the inside 
business point of view or-the real inside of 
business operations. For this reason most 
stories about business men and business 
are so far from reality as to be not only 
uninteresting to business men and untrue 
as business pictures, but even open to 
derision. This book, however, is written 
by an author who must have had some 
experience in business. We would go so 
far as to say that he has been either a 
working engineer or a draughtsman, or at 
any rate in some department of an 
engineering business, for the atmosphere 
of an engineering factory which he puts 
into this book’ is so close to reality. He 
understands the workers’ job and point of 
view; he knows, too, something about 
modern business organization and how it 
affects men’s relationship with one 
another. 

The great fault of the book is that the 
workers’ point of view is more fairly and 
much more sympathetically put than the 
viewpoint of the management and the pro- 
prictor. In fact, like many business stories 
much inferior to this, the worker is too 
often pictured as an industrious, pro- 
ducing, honest and high-minded individual 
and the employer and manager as an 
ineficient, sharp, selfishly intriguing and 
vindictive individual. In fact, we who 
have read so much business fiction are led 
to wonder how modern authors think 
successful businesses ever come to pass, 
when we note how invariably the managers 
and the proprietors thereof seem to be 
rascals and wasters and men of no industry 
and no judgment! 

Even so, the author of this book holds 
the scales fairly enough so that at any rate 
the one side does not touch the depth. 
The principal virtue of the book, in fact, 
ig that neither side wins or loses in the 
end. To this extent the book is a fair 
picture. It may make the picture less 
dramatic and exciting, but it does make 
it more accurate and realistic a picture. 

Some of the author’s comments are 
shrewd. For instance, he makes a well- 
educated and above-his-station tool-maker 
say: “To-day we sell service, and all that 
it boils down to in our case is that we 
make a virtue of the necessity that results 
from our machines being no longer built 
to last without attention.”’ 

Every business man will be interested 
and intrigued in reading this book. It is 
one of the few pieces of fiction that has 
the stamp of real business and the real 
business atmosphere. 


Factory Reorganization, by Thos W. 
Fazakerley. (Gee & Co., 6s.) 

The maintenance of a complete manu- 
facturing, selling and administrative 
system of control which is so constituted 
that it gives maximum efficiency with the 
minimum of cost is much more desirable 





from every point of view than an elaborate 
system which offers continual possibilities 
of cost reduction, especially when it 
becomes necessary to reduce expenditure 
through decreasing turnover and general 
ee ee trade conditions. 

ustant reorganization schemes have 
little to commend them unless, of course, 
the resultant position definitely shows an 
improvement in efficiency and cost. This 
book, therefore, discusses some of the 
more salent features to be borne in mind 
when considering this subject, and empha- 
sizes the desirability of basing the whole 
structure of systems on a sound economic 
basis by numerous illustrations of methods 
of factory procedure, rather than insti- 
tuting complex methods which are more 
costly in application and only give similar 
results. 

The book deals in a clear manner with 
such important factors in factory re- 
organization as Labour Analysis, Material 
Storage, Methods of Wage Payment, Pur- 
chasing, Overhead E Analysis and 
Distribution, Production Statistics, Main- 
tenance Costs, Order Systems, Supervision 
and Administration. These various factors 
are accompanied by many illustrations 
and the whole work is thoroughly cross- 
indexed for easy reference. 

This work will prove of practical use to 
all who are interested in the study in its 
many forms and applications of factory 
organization. 

How to Find Where You Fit, by 
Stuart A. Hirst. (Efficiency Magazine, Is ) 

This latest of the ‘‘Up-to-date Bulletins 
for Business Men’’ is written by a practical 
man with wide experience in the business 
world. He has dealt with large staffs of 
employees and has been co-opted by the 
Leeds Education Department as an 
authority on vocational guidance. This 
little book contains the results of some 
interesting experiments in scientific voca- 
tional guidance in London, Leeds and 
Birmingham. He has dealt with the whole 
subject from a broad and interesting angle 
and the information he gives should be 
both instructive and useful to many who 
wish to find their right place in industry 
and commerce. 


Oustomer Control, by Herbert N. Casson. 
(Efficiency Magazine, 5s.) 

Not only intended for the retailer, but 
for the manufacturer as well, it describes 
the latest developments in the technique 
of selling. Mr. Casson has written this 
book from a new point of view which he 
beheves will help to increase gales and 
profits. Here, for instance, are some of 
the problems which it sets out to solve: 
How to find new customers; how to launch 
new products; how to keep in touch with 
the buying public; how to make goods 
attractive; how to bring back lost 
customers; how to increase sales to foreign 
countries. 

The ideas and methods that are given 
are not theories and ideals, but are plans 
which- are in actual use in the most 
successful and progressive firms through- 
out the country. 
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in. x 30 in and it 15 a better 
dow anything on the marret 
—second-hand or otherwise. ey ae polished a pleasing dark or medium oak. Send at once for detads 
of various desks, etc., included this huge p (Typists’ desks 37/ 6 
Pencil your address across this advertisement: Itterature onl! follow by return 
But order ikss specal o-guinca desh L £5 5 o NOW, the demand will be a record one! 


í DAYS FREE Ey MR i Beatson AEE Newt OO 
OSDA ™ a aie ly ER Ring City 4506 (3 lines) 
54-56 OLD BAILEY, LONDON, E.C.4 


Also' 16 St. Mary's Parsonage, MANCHESTER (Blackfriars 6345) 
| 622 Royal Liver Buildings, LIVERPOOL (Bank 4112) 


DON’T ORDER 
BLOTTING 


till you have tested 


SERVI Ce || Keep Records 


o Then you need 
“Robin” Looseleaf Books 


“Robin” Looseleaf Books 
enable you to keep all 
kinds of business records, 
accutately, quickly and 
economically. 








SUpeRgo®® 


The unique green blotting with 
a big price saving 


17% X 224 Why not see one on approval ? 
¢ Ream 6/6, {Ream 12/-, 1 Ream 23/- “Robin” Book 5% x 8“ bound fuil 
Carriage Paid maroon buckram, 200 leaves 5” x 8” 


ruled feint, cash, double ledger or 
for stock record and A-Z index for 
9/6 post free 

66-page wlusirated catalosue post fre. om requed 


Send for Samples TO-DAY 
IT WILL PAY YOU 


LANCASTER BROS. & CO. 
Envelope Spectalists 
Shadwell Street, Birmingham 4 


J. W. RUDDOCK & SONS 


Lincoln 
and at 3 OLD JEWRY, E.C.2 





DO YOU KNOW— 
(Continued from page 42) 


On their stand Dictaphone will demon- 
strate substantiation of the claim that their 
appliance can halve your correspondence 
costs and save at least an hour a day of 
your own valuable time. Their announce- 
ment to this effect is on page x. 


That executives seeking a well-designed, 
dignified desk which embodies a unique 
advantage should look at the Dualtop desk 
being shown by C. W. Cave and Co., Ltd. 
While the desk offers a fine flat working 
top the user can, at a moment's notice, 
cause a second top to come into position, 
thus concealing all private papers, etc, 
without disturbing them. The result is the 
free, unlttered surface which is so impor- 
tant in many circumstances An announce- 
ment of this desk is made on page 32. 


That chairs—for the managing director 
or the i el Popery designed to meet 
the rea] physical requirements of the body 
will be shown by the Leabank Manufactur- 
ing Co., Ltd. It is now known and appre- 
ciated that the prevention of bodily 
fatigue among workers is a science and 
one that has an enormons and direct bear- 
ing on the profits of a concern. See this 
firm’s announcement on page 3I 


That the latest productions of the famous 
Imperial typewriters will be on the stand 
indicated in the Imperial announcement 
on page I5 

è 


That no executive should fail to look 
at the Gledhill-Brook Time Recorders. 
These appliances link up with that all- 
important factor of business—the em- 
ployees’ time that you pay for. Many 
employers of small staffs think this is a 
point which does not repay their closest 
attention. Such business men will do well 
to examine those time recorders made 
specially for the small office and to ask 
the firm’s representatives about their 
Pea The message in the Gledhill- 

rook announcement on page 2I i8 
significant. 

@ 


That it is possible to save £x 63s. 8d. on 
every 1,000 sets of multiple forms used in 
your office, and this without any equip- 
ment additional to that which you already 
have. The Fanfold stationery will show 


you exactly how this and other important 
Savings can be made. See their offer to 


umprove on your present system, page 32 
e 


That the British typewriter, Barlock, 
which has won such favour recently in 
business after business, will have a 
prominent display at the Exhibition. 
Their stand number is quoted in their 
advertisement on page 21. 


That, whether you go to the Exhibition 
or not, you can have a free trial of any 
of the Tan-Sad chairs. This firm has done 
poo more than any other to prove to 

usiness men the real cash advantages of 
providing fatigue-saving chairs throughout 
their organizations. That many of the 
best-known firms throughout the country 
instal this make of equipment is ample 
proof of this. Turn to the firm’s announce- 
ment on page 2I 


That now is the opportunity to take 
advantage of a sale of 950 departmental 
executives’ desks which are offered by 
Osda at 5 guineas each, and typists’ desks 
at 378 6d., with a 7 days’ free trial of 
any of them This is the outline of the 
timely offer which will be found displayed 
On page 47. 


r_e 


This House Organ is Our 


Best Business-Puller 
(Continued from page 18) 


abundant proof in the way of carefully- 
kept records that our magazine brings 
business far in excess of its costs of pro- 
duction and distribution. 

And the very nature of the medium, 
with its request-card cropping up month 
by month inviting inquiries, requests 
for samples, etc., makes it relatively 
easy to apply individual pressure and 
also to trace, tabulate and analyse the 
returns with very considerable accuracy. 

Our system for thus analysing results 
secured from all the advertising media 
we use is very complete; and the fact 
that the “E.A N.” has been proved by 
this system, over a period of almost 14 
years, to yield not only considerably 
greater returns than its own costs, but 
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also more inquiries, requests and order. 
than all the rest of the company’s ex 
tensive publicity media put together 
is surely eloquent of the profitabilit 
of this medium of sales-promotion. 

It is not without significance, too 
that the company’s business as a whol 
has extended greatly during the pas 
20 years——-the last half of which periot 
coincides with the birth and growth o 
The Edgar Allen News. 


e 


AN X-RAY SERVICE 
(Continued from page 11) 


reason cannot be sent to the laboratory 
the firm’s service includes special mobil 
X-ray outfits which are sent to mak 
examinations on the site 

Apart altogether from the routine ated Bi 
tion of materials and processes for market 
able quality, where human life is at stak 
any method of testing which will giv 
increased security merits the closest atter 
tion. 

Often inspectors have no more tangibl 
means of assessing the real quality c 
structures than by judging from exterio 
appearances. X-rays, however, provid 
concrete evidence of the homogeneity c 
the interior 

X-rays also offer three possibilities t 
the marketing man. First, an articl 
which has been subjected to X-ray exar 
ination during manufacture could bea 
the inscription—‘‘This article has bee 
examined by X-rays and is GUARAN 
TEED.” 

Secondly, X-ray pictures may be use 
with good effect to show the sound interne 
construction of many D roducts, e.g. four 

tain-pens, golf balls, les, radio sets, etc 

Thirdly, radiographs are a good an 
economical means of illustrating the operat 
ing principles of many articles in sale 
literature and instruction booklets. 


Next month’s issue of 
BUSINESS will contain 


a complete review of 
the Business Efficiency 
Exhibition 








USE THIS 
COUPON 


To BUSINESS Service Department, 6 Carmelite Street, BCs 


Please send, without obligation, more information in connection with advertisement 
{or advertisements) in the September, 1933, issue of BUSINESS numbered below. 
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the Editor or from Advertisers 
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that which brings results. Vahabie booklet “Resultant 
< Advertisi 


zg 6/-; ach additional leas or iban of a line: 


or ‘for 3 insertions, 5% for 6, 
A Lan Wanted’? “3 insertions. 


for price of 2. Box replies 3 


10% for 12. Paym 
e forw 
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should reach. BUSINESS, 6 Carmelite Street, Logro. E. E ea no later r the í 
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APPOINTMENTS WANTED 
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aO aaa Dedenin Poa, 
etc., gold block with your advertisement for 
i resentation re ta. ee cae ge teia 
E , Paper & Co., Ltd., 258-28 olloway 
REC Todos N.T 


~ ADVERTISING SERVICES 


| Advertising. The only kind worth while is | 


Secretary, Accountant, Office Manager, etc. 
Qualified man, 18 years’ experience Company Law, 
‘inancial and Cost Accounts, Statistics, ete., seeks pro- 
gressive appointment. Available immediately, og 
: 131, Business, 6, Carmelite Street, E.C.4. 


| Secret 

4 

| laige, in satisfactory ful 
i progressive appointment.—-Box 

Carmelite Street, E.C.4. 


EDUCATIONAL 


Learn to write Advertisements and earn 
from £5 to £20 per week. Unique offer open to those 
writing for our free book “Advertising as a Career”, 
Dixon Institute of BA VESHEINE, Dept. 2, 195, Oxford 
Street, London, WI 


14%, Business 


ast free to Principals. Merritt Adver- 


__tising $ Service si. 12 ’ Whitehall,” London, $.W.1. 


Hite tinct 


Modernise Now. Advertisement and Folder 
Layouts, Standard Typographical Material, Speciality. 
Hand-lettered. Showcards. Competitive Prices. D. 


| 
| 
| 
I 
| 
Leach, “BS, 1 peeve Road, Darwen. ny 
; | 


Dept. 861, 


Coane Street E.C.4., 


a = a VACANT 


: rellent opening offered smart lady typist 


Less cash experi- | 
Business, 6 Carmelite 


eerie iara arre ramen amanan 


| Spare - Time Occupation, the Road to 

ndependence. Learn the Mail Order Business and 
commence your own business. Small beginnings lead 
| to good incomes. Write NOW for free copy of our 
NEW BOOKLET. The Clifford Institute (Desk 10), 
7 Newland-gardens, London, Wia. (Estd. 1922.) 


FOR SALE AND WANTED 


Safeguard Cheque Writer for Sale, Model S, 
excellent condition, practically new. Bargain price 
£6 üs. Od. Box 147, Business, 6, Carmelite Street, B.C4 


272, 


cturers. Window Displays that sell 
ait of expert skill and knowledge. Jackman, 
pebialist- af 20 years’ experience is at 
A Poon Service at an economical 


| 
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Me 


Sugi estions: 


ere A Winrar arp rynna 


acturers’ national dis- 
lows arranged, A. A. 


tney, S.W.15. No. 66 printer in good condition, also would purchase 


accessories, type, ete.—Box 146, Business, 6, Carme- 
lite Street, ECs. 


tees 


Roneotype Printer complete with alacer acces- 

sories, three fonts type and characters: type-setting 
stand, improved copyholder, Only used once, Per- 
Offered £35.~-Brooks, Accountant, 


Cash for Poems—particulars free. MSS. 
kinds also favited for prompt publication, especially 
o reading fees.-Stockwell, Ltd, 29, Ludgate | fect condition. 


adon, Estab. 1898. Millom. 


: “TRADE MARKS REGISTERED 
s | INVENTIONS PROTECTED 
ae CAT HOME AND ABROAD. 
REGINALD W. BARKER & C0. 
Eos PATENT AGENTS 
2 LUDGATE HILL, LONDON, E.C.4 
| Established 1886 
SOOKLETS SENT FREE ON REQUEST 
K PENSE Central 1882 


CALCULATING MACHINES 
GILBERT WOOD (Arithmetical Machines) 
753 Queen Victoria Street, E.C.4. 


Telephone: Citv 2295 


VISIBLE INDEXES 
BIZADA {CARTER-PARRATT, LTD.) 16, Victoria 
St, London, S.W.i. "Phone: Victoria 1045/6. 


ary, Accountant, Office Manager. | 

Öne who knows how to apply his experience and know- | 
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Gammeter Multigraph Wanted. Must be | 
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IFOR SALE "AND WANTED ( 
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Roneotype with No, rr Pistia d ae 
ment Wanted, also Burroughs Portable Adding ot ee 
| Or Comptometer. -Box 973, Bosriss, o Tarta 

| Street, EC, 
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i “LB. SUPERSORE” 
i with a big price saving, Send for sampet, we ce a 
| postage if addressed. Lancaster Bros. A Co 3 Section 

| Shadwell Street, Birminghars. E 
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“Two Guinea Master Method” % pels 


while they last, Simplest azg 
tian system. yet devised. i 
weight in gold. Moner b 
D., Burbidge & Co., BSa, Tur 
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omat ¥2/6, the ‘Page Minor 

| value obtainable. Beantifal © 

i Finish, it is thoroughly s 

SENT ON APPROVA 

or Write to-day for list KIKG qog 
Achureh, Ltd, Broad Street, Birming ae 


Accounting Machines, À 
Machines; Calewiators, Duplie 
Recorders for costing. and tie 

Index, etc. All makes and mod 

send for Hsts or advise: puss 

plete specification with price 

x2, Queen Victoria Road, Eo o 


Where a uniform temperature h 
maintained ‘*Parwinar” Ato 
indispensable. In addition they: 

saan and Realthiee——t! they o intal 


Livestigation As sine Ve: = 
Houses, Enquire local heating en 
OBS. Prices from isë, feed 
heating apparatus. Parker, Winder d 
i105, Broad Street, Birmingham, E 


DECORATIONS AND | 


I SHOP, OFFICE AND WAREHOUSE Erren 


C.J. HAWKINS £ | 
43, GREAT SAFFRON 
HILL, RON 


Electric Lighting 
Paintings 
Decorating 
Plumbing and 
Grashitiing 


R epairs of every 
description 
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BUSINESS RECORDS CANNOT BE 


THEREF ‘ORE THEIR PROTECTION AGAINST FIRE HIS IMPERATIVE 


FREQUENT INSTANCES OF THE DESTRUCTION BY FIRE AND HEAT 
OF VALUABLE BOOKS AND PAPERS HOUSED IN THE 
ORDINARY TYPE OF STEEL OR IRON SAFE PROVE THEIR 


UNCERTAIN PROTECTION. 
















MAKE SURE YOUR RECORDS, BOOKS 
VITAL BUSINESS PAPERS ARE INTACT TE 
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LB. SAFE-CABINET Equipment is 

CERTIFIED (by independent authorities) 

as a result of scientifically conducted 

furnace tests to afford its contents 

MAXIMUM) protection against fire, 
| heat, water, fall and impact. 
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SUSTER NRE POMERE UOOA 


STCARD WHICH IS ENCLOSED AND WE WILL LET YOU HAVE, WITHOUT OBLIGATION, 


FILL IN THE PO 
S OF THE FULL RANGE OF OUR RECORD PROTECTING SAFE-CABINET EQUIPMENT 


PARTICULAR 


Library Bureau Ltd. : 


1 LEADENHALL STREET, LONDON, E.C.3 


“TELEPHONE : MONUMENT 3921 (Seven Lines) a . Showrooms in following Cities :- 
MANCHESTER BIRMINGHAM GLASGOW e “LIVERPOOL | BRISTOL LEEDS 
NEWCASTLE-ON-TYNE . LEICESTER NOTTINGHAM 


VISIT US AT STAND Ne. 30 . BUSINESS EP FICIENCY. EXHIBITION 
WHITE CITY, 26th SEPTEMBER sto 6th OCTOBER, 1933 


. London, £C,4, 
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by FISHER, KNIGHT & CO., LTD., Gainsborough Press, St. Albans 
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By the JAEGER Co. Ltd. 


Smooth - Running 


BUDGET that 
TS Production COSTS 


00O NEW IDEAS 
at the 
SINESS EFFICIENCY 
EXHIBITION 





UYERS!. MARKETS !.. 


MARION ah LYON + ADVERTISEME MANA 
0 BOUVERIE STREET, E.C.4 


WILL FIND THEM FOR YOUR GOODS 








OFFICE PRINTERS, 


“THE IDEAL ” 
_ THE SUPERB TYPEWRITER 


The Sow of repeat orders for “Ideals” more than 
testifies to its merits, 

user writes: ‘‘Send us two more ‘Ideals’. 

e typists all want to use those we have.” 
















.. THE MEHI QUIET PORTABLE 
dts. real quietness and light touch are aids 
oeticiency, while ia compactness, Hghiness, 
Hability and beautiful work make it THE Bi. sT. 
i four-row standard keyboard, complete in 
a pee & lbs, nearly 2 lbs. lighter than 
all other 4-bank portables.) 

5s. 0d. 





































THE BEST 
_ CHEQUE 
PROTECTOR 


As used by the leading firms. Do you realise 
that an altered cheque is yous liability ? 


Bargain. £8 8s, each. 


All other makes of Cheque Writers 
at half usual prices, ask ror list, 


BARGAIN OFFER 


Fire - resisting and 
Vermin-proof Steel 
Qiice Cupboards, 
finished art green, 
lever lock, duplicate 








Other sizes equally 
cheap, 











THE 
Soinin & Detachabia 





Steel, Finished Art Green 45/- 40/- 3h/~ 134 x OF x 2% inches. 


‘Phone: Holborn 3793, or write for Bargain Lists and | Particulars; 


 GESTETNERS, m Haee AI aan o ETC. 


THE NO MORE TELEPHONES. 
KNOCKED OVER 


HORE 


RAOR if you use Telephone Extending Arms : 


& 

LIME GL 
OP Yo 
MOLDEA 
saves the | 

typist’s time 
and. your 

olepaper. 

Tap the lever 

and. the line 

guide moves 


Extend and Swing in‘any direc 
tion. Supplied with fittings. for 
wall, desk or table. 


Extending 











T n n B 
82 y: ye 25/« 
36 p .. 27/6 


Post free, 


Message Recorder  .. 3/6 post free. 
Hygienic ~ Glass Mouthpieces (prevent 
infuenza) for G.P.O. phone 2/2 post free. 
The modern 
method of fas- 
tening papers. 
Makes clips out 


of paper itself, 
CLIPLESS Post free 10/8 


THE FAMOUS CALCULATOR 





For all calculations. 
Will multiply, divide, 
add and subtract in 

1/10th time taken to 
‘ do so mentally. 





NEARLY NEW 


Ledger Posting, Book-keeping 
and Accounting | Machines, 




















18x10x9 $ 
E e Loose Leaf, Fanfolds or Book | 
ens transmission y E + hg 
f Writers, with or without 
Write for details. 


Adding and Subtracting of all 
makes, at Bargain Prices 


THE ADDOMETER 


NO MORE FRRORS. Use the wonderful jackal 

Adidometer. Adds and subtracts rapidity and accur- 

ately. For English and Foreign money, Decimal 
or Ordinary Figures and Feet and Inches, &c. 


| 
o 
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> So Simple Any- 
one Can Use it 


ducoid case, 
Size 

114 x 2} x E 
ins. 


USE ORDINARY STAMPS & 
SAVE 80°/, IN POSTING TIME iis, 


And let your business-getting letters look jike Post free, 
personal letters with actual postage stamps by When eidedne state for what purpose required. 
using the TAPPIT stamp afhxer. Abe a cheaper pocket Adder for ordinary figures 
Cheaper and quicker than a Franker, all stamps aid Indian money, in case. 25/- post free, 
fixed, checked and counted in one operation. R 
British made and guaranteed. 
Price £5 5s. 
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Post free, 


THE LATEST INVENTION | 
A FOUNTAIN PARCEL PEN 
WITH RUBBER NIB 


Writes a thick line on paper, canvas, 
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R i a | 18ins. wide, £3 All trays lift PRESERVE 
CE eS Gee. Pare deep TEN off, are YOUR LETTERS 
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T : "Hlustra- £4 id way, leave desk seer mtrtinacmree ll eee Se NN dust and fire by 
Serra |E ted. hae ae quite clear. using our Art Green 
; ie > All carriage paid. l Vertical Steel Easy 
eee | | Halt — in ngs i Co i 4 ith i 
Se oo Half the price o Number of Trays per Set. mple c w pos 
Peon qe wood, , ~ and tting for wallopoce 
eRe tis i Essential for storing Matena of Trays. 4 Trays. 3 Trays, 2 Trays or desk. _ Al inland — r drawers, 4ta 
eg E J ; Books, Papers, Box Light or Dark Oak .. 35/- S1/~ 27 /~ à RETRA p ' oe 
iota | Files, "Letter Trays. Rest N a i a ÄpPppronmatë interna 
ee eae Real Mahogany +. 45 / 40/ 35/- dimensions of raye KLE 
at T r 


RKET ™ CHANCERY LANE, (Holborn End) 
AR Works; Great New St, E.C.4. London, W.C.2 


S8inches  .. gj 


FASTENER And cheaper: 
me, modelo. 


FOR 
POCKET OR. 
DESK. 


Ia Phosh-lned | 



















































SEE IT ON 


STAND | 


BUSINESS EFFICIENCY EXHIBITION 


Business men will find in the new Model 12 Dicta- 
phone a notable advance in the design and efficiency 
of the dictating machine. It is the climax of a century 
of progress in business methods. 

Model 12 has the clean-cut “speedlines’’ of the 
modern aeroplane. You will be proud to have it on 
your desk. To dictate to the new Dictaphone is to 
experience the satisfaction you get from driving a 
fine car—the same sense of efficiency, effortless, 
smooth and silent speed. 

If you have never used The Dictaphone, NOW is the time 
to learn how it will double your ability to getthings done. 


Remember you can dictate to The Dictaphone 
and everything that you could tell your secretary 
After that you are not concerned. The Dictaphon 
takes care of all your thoughts, wishes and inst: 
tions. Your mind is clear. 


Remember, too, you can dictate anywhere, at any tim 
at any speed, never held up because your secretary 
not available. 


Let us show you, without the least obligation on yo 
part, just how The Dictaphone will be of servi 
to you. 


OVER 200,000 BUSINESS MEN PREFER THE DICTAPHONE 


THE DICTAPHONE Co., Ltd. Come to Stand 1 


(Thomas Dixon - - Managing Director) OR WRITE TO-DAY FOR 

KINGSWAY HOUSE, FREE COPY OF OUR 
KINGSWAY - + LONDON, W.C.2 NEW BOOK “PROGRESS”. 
And at Manchester, Birmingham, 


Glasgow, Liverpool, Leeds, Bristol, 
Newcastle-on-Tyne and Dublin. 








POST THIS COUPON NOW 





l 
| 
| THE DICTAPHONE Co., Ltd 

Kingsway House. Kingsway, Londor 
| Please Send new book, “Progress’’, free 
| 
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The Desk for Executives 


DUALTOP 





@ Of magnificent appear- 


C. W. CAVE & CO. LTD. 
45 FARRINGDON ROAD, LONDON, E.C.1 


@ This photograph shows the desk with one top in use. 





By a simple movement, a fresh top 
(concealing all private papers on other surface) can be brought into use. 


ance and unique design, 
this desk, costing from 
60 guineas, is produced 
for the business man 
who places efficiency, 
quality and dignity 
before price. 


You are invited to see a 
demonstration of the Dual- 
top at Stand 56, Business 
Efficiency Exhibition, White 
City, 26th Sept. — 6th 
Oct.1933. Or Write :— 


MANUFACTURERS OF BUSINESS EQUIPMENT TO 
INDIVIDUAL REQUIREMENTS 


Telephone: HOLBORN 5071 (two lines) 
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| ENGAGED 


A user writes: 


|... amost useful addition 
to the equipment installed by 
us... with a view to increas- 


ing efficiency... has greatly 
reduced the annoyance prev- 
tously caused by constant 
interruptions ... saves much 
tima." 








.or “ENTER” 
Or Aa OE © 
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y ARTONIA INDICATORS 


NOTE NEW 
ADDRESS 


Install a 


A MONTH EVERY YEAR.... 


CARTONIA INDICATOR! 


By eliminating interruptions 
and minimizing wasted time, 
Cartonia Indicators are sav- 
ing as much as a month a 
year for many busy firms. 


This is a user’s estimate —— 
and not ours. 


By operating the switch on 
his desk, the executive sets 
the Indicator—which stands 
on his secretary's desk. 


To ascertain whether her 
chief is “out”, engaged, or 
whether she may enter, the 
secretary touches a button 
on the Indicator and the 
message appears. 


The Cartonia Indicator Is 
easily installed, and its cost 
is surprisingly low. Mainten- 
ance charges are nil. 


@ Enquiries invited from British Agents interested in “Cartonia”’ 





PROMINENT USERS INCLUDE: Recorder Press, Polytechnic, Cow & 
Gate, Streets, Aldersgate Warehouse Co., Led., Caslon, 


38 & 39 BROAD STREET AVENUE, LONDON, E.C.2 


Phone: London Wail 1405 
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“THE JOURNAL OF “COMMERCE,” “MODERN BUSINESS,” 
“SYSTEM, * “BUSINESS ORGANISATION AND MANAGEMENT.” 
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SN Al iR K E TING The Package Appeals Through THE EYE by ARNOLD GR. 

| There is a Package for Every Purpose =- - = = = «© «© a 
ideas That Have SOLD - - - Collected from the Most Progressive Be: 
Sorting 2 Million Facts at 20,000 an Hour - «= . GILBERT 








PRO D UCTION 1984 Improvements That Will SPEED UP Your Transport 
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in striped designs 
or plain shades 
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a hes purpose of handling multiple sets of forms requiring 
carbon copies, Egry Manifolding Registers should be em- 
ployed, as the interleaving of carbon paper is entirely eliminated. 
One turn of the handle delivers 2 to 5 clear and unalterable copies of 
the original entry; automatically presenting a fresh set ready for- 
immediate use, and retaining—in certain models—one copy ina- 
locked compartment, for checking purposes. Egry Registers can 
be applied for the following purposes :— : 











Stores Requisitions Delivery Notes Repair Orders Cash Sales. 

Invoicing Preduction Orders Purchase Orders Credit Sales =i 

Stock Records Works Orders Internal Transfers Kemin p Recor 
Warehouse Orders Goods Inwards Reports ne 


Our London factory is not only equipped for the manufacture of continuous statione : 

E for use in our Registers, but also for the manufacture of Continuous Roll and Interfold 
a aiy transaction, Stationery for use in Billing and Accounting Machines, such as i a UB 

| wood, Remington, Smith Premier and Powers-Samas. 


: PRICES RANGE FROM 6 TO 43 GUI ) 
 SPEED-FEED 


Egry Speed-Feed Attach- 
enables your own type- 
ter to be converted into 
Billing machine—with all 
the advantages of Con- 
tinuous Stationery—at 
= a moments notice: 
< snaps on and off in a 

second. 











| VISIT OUR STAND—No. 25 AT TH 


Business Efficiency Exhibition 
WHITE CITY, SEPT. 26th—OCT. 6tł 


EGRY LT. 


WARPLE WAY, ACTON, w3 | 2 
TELEPHONES : SHEPHERD’s Busy 2431 & 4484 
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| USE THIS = If you desire information from | | 
COUPON the Editor or from Advertisers it 
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To. BUSINESS Service Department, 6 Carmelite Street, E.C.4 


Please send, without obligation, more information in connection with advertisement 
{or advertisements) in the October, 1933, issue of BUSINESS numbered below. 
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WHICH CAN 
BE OBTAINED THROUGH THE ANNOUNCEMENTS 
IN THE ADVERTISEMENT PAGES IN THIS ISSUE 











@ Check down this 
index and turn to 
those announcements 
which offer Service or 
Equipment which may 


be of use to you 
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Imperial Typewriter Co., Ltd. Head Office & Works: Leicester 


73a Queen Victoria Street, E.C.4 
shortly changing to 85 Kingsway, W.C.2, 


London Office: 





Sky Publicity invite 
you fo witness one 
of their projectors 
which will bein 
operation af Kings 
Cross CoachingStation 
from September II th. 


onwards... 


SKY PUBLICITY [> 


6, SURREY STREET -LONDON,W.C.2 
clephonesemple Bar 3638 
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"ver iybody is agreed “that business 
| "better, We are among the very 
"few who, for the past year, have 
sensed this gradual improvement, 
reported the statistics indicating 
it, and have advised our readers that 
e- upward trend was in progress. 
And we have prophesied that the 
rceptible rise will intensify into a 
nite upward swing this autumn. 
he current month has shown 
further progress. Employment up. 
xports up, imports of manufactured 
goo s down, and imports of raw 
materials up—which is the right ten- 
dency. Retail sales up, prices steady 
but with the tendency to rise. Build- 
_.. ing activity, new business enterprise 
a and. general trade improved. 
< This is the present state of affairs, 
which all agree is cheering. Most busi- 
hess men, however, are still puzzled 
- about the ‘‘long swing’ trend of busi- 
ness. What will be the situation a 
year from now, five years, or even 
more? What is international trade 
tending towards? What is going to 
happen to prices, markets, currency 
and that over-production referred to 
by the experts as technocracy? 


























THESE FOUR PROBLEMS 
AFFECT TREND OF TRADE 


ss $° this month we are devoting the 
“Trend of Business’’ to an attempt 
to take the long view. It is not so easy 
or so certain as weighing up the situa- 
ion this month and next. It is, never- 
aeless, essentia that every business 








By The EDITORS 
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correct long-time view to-day we 
cannot base our policies and plans, 
finance and programmes, on a safe 
foundation. 

The four most important factors in 
the long-time trend are these: The 
growth of Nationalism: Technocracy 
or the sudden expansion of productive 
capacity: Rates of exchange and cur- 
rency stability, to which is related the 
burden of debt both governmental and 
private: Political and social uncer- 
tainty. Each one of these must be 
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This review throws a penetra- 
ting light on these FOUR im- 
portant factors which are going 
to influence future trade and 
which MUST be considered by 
the business man who is look- 
ing and planning three, five or 
more years ahead :— 


| The growth of National- 
ism, how it is re-group- 
ing world trade currents. 


2 Technocracy, how it 
unbalances purchasing 
power. 


3 The danger of uncon- 
oe currencies. 


realization of of all 





















































money at home—| 
owed from abro: 
This has not on! 
up international trai 4 
increasing costs, therelyy unb 2 
trade and producing wasteluine 
loss. For instance, Praoce ci 
raise wheat as cheaply as can 
or Rumania, yet it is raising 
wheat, protecting. its ma 
making the French pay k 
much for bread as they mi 
international market. 
Rumania cannot manufac 
perfumes as cheaply as ca 
yet they are manufacturing the 
tecting their markets and makin: 
consumers pay twice as much. 
French consumer not only 
goods to Canada and Kun 
pays more for his bread and 
fore buy less of other goous. 
and Rumania s dese. 































NEW -CLOSED TRADING 

_ GROUPS ARE FORMING 

\A/hat is this condition bringing to 
= CT pass? Itis creating a development 
which will soon affect every business. 
_ Any evil tends to find its remedy. As 
“economic nationalism has closed old- 












































time markets to certain nations, these 
nations: have turned to developing their 


own markets and to developing certain 
= Special overseas markets. 
_. Take Britain: We almost completely 
lose some of our former foreign markets, 
and see some decrease in even the 
favourable ones. We therefore develop 
ur domestic trade, keep more of our 
home purchasing power for our home- 
de goods, and shut out foreign com- 
goods through a reasonable 
Different parts of our own 
id different home industries 
oducts from other parts of the 
d other home industries, and 
ease our internal trade. 
we go a step further: The 
awa conference gives us a preference 
Empire. market, besides giving a 
ental fillip to inter-Empire trade. 
er step: We make reciprocal 
ients which are to result in 
sed mutual trade with Norway, 
mark, Finland, Sweden, Argentine 
il. Still a further step: We 
Og to, or establish financial 
with, certain countries such 
Portugal, Turkey, which 
ntageous trading arrange- 
th them. 





E BRITISH-ORBIT 
ADING GROUP 


y fe are, in other words, forming a 
* group—a mutually inclusive, but 


a ; to the outsider exclusive, inter-trading 
< group. 


oe It can be represented by the 
_ Several circles of a bull’s eye, as shown 
_ in the diagram on page g. 

oe At the centre is Great Britain, a 


able t tatift Bane. 10 and Y nila Po OF. 
“race, sentiment, language, currency and. it 


understanding. In the-next band may 
be included Palestine, Egypt, Irak, 
where we hold a very special political 
position. 

Beyond this come the countries which 
follow sterling, which have made 
definite trading agreements with us, 
and, by pagt experience, have proved 
that they can do best by having a place 
in our trading orbit—the Scandinavian 
countries, Portugal and Argentine. 

Finally is the ‘‘fringe’’ band, coun- 
tries not tied to us politically or by 
trading arrangements, but which are 
nearer to us than to any other and 
more likely to gravitate toward our 
group—Greece, some South American 


countries, perhaps Holland, even 
Belgium. 
Here, then, is one of the great 


trading groups of the world: Britain at 
the hub, then the Empire, then speci- 
ally favouring countries, then the 
sterling countries, then other less 
definitely attached units. Inter-trading 
is most intense at the centre and grows 
less in the succeeding circles. But inter- 
trading will grow between the various 
circles and units of this group. 


THE OTHER GREAT 
TRADING GROUP 


Wit will be the other great trading 
groups? First, the United States 
market, with itself at the centre, then 
its dependencies—Alaska, the Philip- 
pines, Hawaii, Porto Rico, and finally 
the West Indian countries, Central 
America, and nearby countries of South 
America. 

France is the nucleus of the third 
group. It has its colonies and depend- 
encies. Its immediate neighbours, 
Switzerland, Luxembourg, Belgium, are 
bound to gravitate to it. Will Poland 
and the Little Entente be the third 
band of the French group? 
they will. 

Italy is trying to create another 
group. It, too, has colonies in the 
Mediterranean and is trying to draw the 
Balkan countries into its orbit. Japan 
has been vigorous on a policy of making 
a group for herself. Itself at the centre; 
Corea and Formosa; Manchuria, and 
perhaps a little later, other parts of 
China. Russia is, of course, an inde- 
pendent, watertight unit. 


The United States and France are 
tending to create trading groups 
centering around themselves. Italy 


and Japan are doing the same. | 
This closed-grouping is a world 
af. It is one of the most . 
We, „z Significant - developments | which 


movement. 


Probably Tee next big factor is Technocracy: is 


“x 





it. Her group is ae herself ati prese 
no outer band to draw on. Thatiswhy 
she has to be the most nationalistic of = 
the lot, and is making such great 
endeavours to satisfy all her own wants 
from within. . 





INCREASED TRADING 
WITHIN THE GROUPS 


his, then, is our picture of inter- : 

national trade development over the 
next few years. It does not suggest a 
complete breaking up of international =. 
trade, every country shutting itself = 
within its own walls and trading only 
with itself, but the gradual formation  __ 
of half a dozen big trading groups. For | 
the next few years the tendency will be 
for trade to grow within the groups and _ 
trade between units of different ‘gro pi 
to lessen. 

This, therefore, is the important p ji 
for every business man: The place. to 
look for new markets i is within our own 
group, the sterling group. That is 
where markets can be most quickly 
found, where trading will be safest an 
steadiest. By all means let us do as 
much trade as we can with countries 
outside our group—United States, 
France, Central Europe—but the rea 
chances lie within, and will do for m: 
years. : f 

Our national task must be to gian 
our group, to keep it intact and strong, 
to extend it by drawing further coun- 
tries into our orbit through special 
agreements or advantages. America 
will offer our strongest competitivė 
group. But our own is ET the 
largest, most self-sufficient, and, 
present, the soundest. 





















UNBALANCING E: 
OF TECHNOCRACY ; 


We take it up as the second point 
because, unrealized by most business 
men, it has had a very decided infu- 
ence on international trade currents in: 
the last few years, and will have an ime 
portant future bearing on the grouping. 


























































; hit ery have taken such 
eap forward in the last 
lecade that a few highly- 
skilled engineers and mana- 
ers are able to handle 
_ machinery which produces 
ocan volume of goods that 
bears very little relation 
either to the number of 
“men employed or to their 
skill, 
_. A generation ago the un- 
Skilled Chinese, Japanese, 
_ ‘Russians and Indians could 
not produce, through the 
then machinery, goods at a 
“< labour cost as low as ours. 
Nor had these nations 
= enough labour to spare 
_ from the production of their 
wn needs or enough capital 
esources for the production 
f much volume for ex- 
“port. But now the Japanese 
and Russian engineer can instal machin- 
< ery which requires so few workmen and 
< so little skill that he can flood the 
< world’s markets with the output of these 
‘machines. And he pays so much less 
wages for doing this unskilled work and 
-for transporting and marketing, that he 
. can undersell the Western producer. 
` The effect is double and cumulative: 
He undersells. us, takes our customers, 
loods the market, and so creates unem- 
loyment here. And he employs so 
little and such cheap labour doing it 
- that he creates no balancing purchasing 
“power in his country, and so creates no 
lemand for other of our goods which 
might give re-employment to our unem- 










business 


















g This, then, is the great point in 
‘technocracy which has not yet been 
sufficiently emphasized: Technocracy is 
ot only creating unemployment by 
-substituting the machine for..the man, 
but the machine is capable of producing 
such vast quantities of goods that any 
one producer can upset the whole world 
market if he can find some peculiar 
advantage in production cost. This is 
actually what is happening in cotton 
goods and rayon in the case of Japan; 
<in the case of Russia with timber and 
oil. 


- TECHNOCRACY COMPELS 
3 “GROUP SELF-PROTECTION” 


3 a ibs: result is that to-day countries 
<+ must protect themselves against this, 
_ what might be called, ‘‘technocracycal’’ 
ompetition. Certain countries are 
rthermore realizing that they must 

ve an advantage to their own best 
ne against this kind of competi- 
_ We, for instance, cannot buy 

i th frica’s goods if she buys Japan’s 
yon and cotton instead of ours; so her 








Here is the greatest of the new trading groups; Britain asa centre, 
with the various potential markets within its orbit. 
nationalistic feeling is tending to intensify this grouping. 
man’s best opportunities 


And this is becoming an important 
factor in determining the-group forma- 
tion. The countries or units within 
each group have got to be on more or 
less an even basis as to standard of 
living, cost of living and production, 
desires and wants. It would be impos- 
sible, for instance, to bring Japan into 
the sterling group; she would swamp it 
with certain of her products and she 
would not buy reciprocally an equal 
volume. Consequently countries in the 
same group are making up their minds 
to buy from other countries within the 
group because they can reciprocally sell 
to them, rather than buy from a low 
cost producer outside. 

Is this going to be the remedy or 
solution for technocracy? That a 
matching-up of the standard of living 
and a planned control of production and 
exchange will enable certain homo- 
geneous countries either by themselves 
or groups to control the effects of 
technocracy ? 

At any rate, technocracy is going to 
have these two effects: To increase the 
tendency to form inter-trading groups; 
to necessitate quicker adjustments in 
production and demand, and national 
and inter-group control of production. 

It follows, then, that inter-group 
trading will increase. Trading between 
different groups will decrease, and it 
will not expand again until the groups 
become more levelled up as to standards 
of living, cost of production and pur- 
chasing power, and relative tariff barriers. 


CURRENCY STABILITY 
IS NOT IN SIGHT 


ave third ruling factor in the future 
trend is: What will happen to the 
dollar, pound and franc? 
America is the unknown and dis- 
: ix months ago, 
ling values were 
juestions are: 
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Further itiiat 
doubtless come i 
U.S.A., but just how: 
when one cannot say d 
itely. The dollar m 
drop as much as oneni 
The pound will not. fall 
parallel with the dolla 
but it will follow part way. 
That might mean an Amer 
ican exchange well. above. 
$5, and a franc below Ge. 
Could the gold countries oe 
stand this? ce AE 
No one can say. Prop 
ably they could ifthe dollar o 
is stabilized at that point. o- 
But if the dollar gets out. 
of hand-——-inflation ts apt to. 
get out of hand—~then stete o i Tos 
ling and gold currencies... 
may not stand it, oe 
petition in depre 
currencies would: 
world-trade unsi 
would increase. 


CURRENCIES WILL 
THE TRADE GRO 


A currency instability wilh ar 
countries into trade groups. — 
ever may happen to the 
tion to the dollar or frar 
in the sterling group X 
in regard to each other ands 
trading among themselves. I 
ceivable that France and Italy 
of forming separate trading 
would with all the other gold-cns 
countries form one big gold group. 
any rate, the danger of curre 
stability is certainly driving i 
into trading groups where th 
stability at least within the ¢ 


POLITICAL UNREST ABRO: 
STILL HAMPERS TR 


j ie political uncertainty in many ooe 
parts of the world will prevent an = 
upturn in business in those countries a 
and restrict international trading with. 
them. In Russia, Germany, Austria, 
Spain, China and several South Ameri. 
can countries the political situation so 
a source of unsettlement, possibly of 
acute danger. 

Business to-day in. the British Empire 
is on the upturn; we believe we would - 
be safe to prophesy a certain anc steady — 
progress of it were it not that currency 
depreciation and political wnsettlerment — 
may at any time produce a crisis that 
will interfere with it. We beliewe the — 
chances are against a political crisis big a 
enough to do this; but the chance: as : 
there and must be taken into consic a 
tion by the business man who is looking 
ahead five or ten yaw 
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our years ago this company em- 

barked upon a scheme of reorganiza- 

tion which, I think we may claim, 
was regarded by the trade—and by the 
public, too—as an industrial romance. 
Almost at one bound, it will be recalled, 
Jaeger leaped from the subdued light of 
unassuming modesty right into the 
flaming glare of modern fashion. 

In performing this industrial meta- 
morphosis, however, Jaeger sacrificed 
none of that notable characteristic, 
unchallengeable quality which had in 
the past so strongly endeared its pro- 
ducts to the hearts of a vast but, may 
we say, rather more conservative 
clientele. 

It was no part of our reconstructional 
plan to relinquish a sound and estab- 
lished market to grasp at something 
more up-to-date and colourful. On the 
contrary we aimed not only to retain 
our original market, but also to expand 
it considerably, in addition to breaking 
into the new and far wider field of 
modernistic and youthful fashion. 

That we achieved both these aims 
says a lot, I think, for the thought and 
organization behind the production and 
marketing arrangements with which we 
opened the new campaign. The details 
of this part of the story are already 
history, so I will not reiterate them 
here. What has not been recorded, 
however, is another vital principle 
underlying the subsequent development 
of our business. In a few words I can 
describe this as “‘an expansion of staff 
interest’’. 


How Management Views The 
Subject of Personnel 


In this company we hold firmly to 
the opinion that a study and care of 
personnel is the factor which should be 
one of the major considerations of 
management. It should not be a thing 
to which but spasmodic and desultory 
thought is given; it should be studied 
continuously and constructively with as 
much energy and enthusiasm as is 
usually devoted to production, market- 
ing or any other side of a business. 

Next year, 1934, is the jubilee year 
of the Jaeger Company. We are plan- 
ning to celebrate it by attaining a level 
which shall be high above any previous 
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record in the firm’s history. And we 
are going to attain it, not by doubling 
our advertising or by trying to induce 
a fleeting peak of popularity through 
the unstable medium of attention- 
catching stunts. We are going to do 
it by having established in our staff— 
in every single member—a sound per- 
sonal interest and enjoyment in the 
business. 

I should like to emphasize that word 
‘‘enjoyment’’., Business, we consider, 
should be something more to employees 
than a mere duty, something more even 
than a not too irksome duty. It should 
be, definitely, a pleasure to them, a 
pleasure into which they feel impelled 
to throw themselves from the sheer joy 
of doing something which is zsthetically 
appealing as well as materially advan- 
tageous to their wellbeing. 

This ideal is to be attained not so 
much by any stereotyped precepts as 
by a studied plan of handling those 
little points of human association and 
emotion which react so directly, one 
way or another, upon the more material 
factors of work and output. 

For example, this company has 
kicked away from the policy, still fol- 
lowed by most retail concerns in the 
fashion-outfitting trade, of seasonally 
buying models conceived and manu- 
factured by outside sources. We con- 
sidered that new designs, new materials, 
new models with an individuality in 
them are wanted all the time by the 
public. Furthermore, we considered 
that all this novelty could be discovered 
or devised within our own organization 
and by our own staff. Given sufficient 
encouragement in the way of freedom 
to express their thoughts and recogni- 
tion for any discoveries made, every one 
of our people, from the heads down to 
the most junior assistant, would feel 
that he or she had a definite interest in 
the business and would feel stimulated 
sufficiently to give us the benefit of that 
vast amount of inherent talent which in 
far too many establishments to-day lies 
dormant for ever. 

This conception has indeed worked 
out in actual practice. We now have 
around us a fashion committee of fifteen 
members of the staff. This committee, 
I might mention, has quite naturally 
grown up from one single member, the 
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OUR DEVELOPMENT 
NEXT YEAR 


Come By 


additional arbiters being added as the 
scheme brought out from all sections 
an obvious aptitude for this particular 
kind of creative work. 

This committee meets, not once or 
twice a season to forecast trends for 
months ahead, but once every week. It 
is continuously on the job ‘‘research- 
ing’’, experimenting, creating. Thus, 
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Personal interest of employees in 
their work through freedom to ex- 
press ideas; their happiness through 
congenial conditions and surroundings 
are factors on which Jaegers set a high 
cash value. Mr. Gilbert tells how he 
develops both these invaluable busi- 
ness assets throughout his organization 





Jaeger is always just the right amount 
ahead of prevailing designs; the com- 
pany always has that most irresistible 
of all allurements for the fashion buying 
world—something new. 


How We Avoid Producing 
Stereotyped Designs 


But again, this something new is 
never “an arbitrarily created thing 
inflexibly thrust upon a meekly 
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Expanding Staff Interest 


acquiescent public. Being produced 
within our own realm, as it were, of 
materials also made up according to the 
ideals of our own staff, these new 
creations are in harmony with the whole 
of our vast range. A woman who comes 
to us for any one thing, say a coat, can, 
if she so desires, also be suited with all 
the associated items, from hat down- 
wards, which will ideally set off her 
original purchase, the coat. 

To get back to the quesfion of person- 
nel. Our sales staff are given the 
freedom of artists. They are artists. 
Even the arrangement of our sales 
floors is planned to facilitate the expres- 
sion of their ideas in this respect. For 
example, our store and retail branches 
are not divided into specific depart- 
ments such as coats on one floor, jerseys 
on another, neckwear somewhere else, 
and so on. On each floor complete 
ranges of everything are available. 
Thus, the assistant is enabled not 
merely to serve a customer with some 
article asked for, but to use initiative 
and skill in planning for her a complete 
ensemble. 

This has a powerfully stimulating 
effect upon the sales staff. They feel 
that they have responsibility, scope for 
the exercise of judgment and, above all, 
that this enterprise is welcomed in a 
sphere of work which they enjoy. 


We Attach Great Importance 
to Dress 


Another thing I ought to mention, it 
may seem small, but actually it is of 
great importance psychologically. All 
the women on our staff, whether on the 
sales side or in the office, wear attrac- 
tive Jaeger clothes. We do not insist 
on a uniform choice. Each girl is 
allowed to select what, in her judgment, 
suits her best; and right down to the 
juniors they are allowed to pay for their 
clothes only what they feel they can 
afford. We adopted this plan of accept- 
ing payment so that the girls could feel 
that the clothes were really their own. 

Thus, every girl has the satisfaction 
of knowing that she is well dressed, and 
in this consciousness of her fitness for 
her surroundings, and her identity with 
the standard of goods she is handling, 
she instinctively generates enthusiasm 
for her job and for the house. 


For next year we are planning new 
rates, on an increased scale, of mone- 
tary and other awards for ideas put 
forward by the staff and successfully 
adopted by us. We are making it plain 
to everybody that suggestions for im- 
provements need not be confined to 
ideas about our materials or manufac- 
ture and products; they can relate to 
advertising, lay-out of showrooms, 
handling of telephone calls, methods of 
delivery, office routine, anything, in 
fact, which will make for the still 
smoother running of the business. 


Why We Do Not Spend Money 
On Staff Outings 


In adopting this policy we contrast 
sharply with the practice of spending 
money once or twice yearly, as is often 
done, on mass outings for the staff. 
When a firm is composed of many indi- 
vidual units or branches such as ours 
is, we feel that these outings develop 
the ‘‘clique’’ spirit. However well- 
organized the picnic, branch members 
cling together, head office staff do the 
same, section managers, works staff, 
transport men, all isolate themselves in 
compact little cliques like so many 
strange units. 
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Our idea is to avoid this and instead 
to get everyone’s wholehearted interest 
in the firm itself. We consider that our» 
money will be much better spent in 
providing internal incentives in this 
way. 


Provincial Staffs Are Kept 
Just As Enthusiastic 


Every one of our plans to stimulate 
staff interest is as enthusiastically 
carried out in our most provincial 
branches as it is at headquarters in 
London. Provincial staffs feel that they 
are considered by the firm to be every 
bit as important as their opposite mem- 
bers in Oxford Street. 

Under the old regime each of our re- 
tail branches, though having separately 
a men’s and a women’s outfitting 
department, was virtually controlled by 
the head of the men’s department as 
manager of the shop. Under our new 
plan the man controls only his own 
departments, the woman has full charge 
and responsibility of her own sphere 
and benefits in the same way as the 
man does by results. This principle, 
through the spirit of friendly rivalry 
which it fosters, stimulates the enthu- 
siasm of both to explore every possible 
field for new thoughts and ideas which 
can be developed and brought in for 
beneficial use in the company. 

To ensure the maintenance among the 
more widely scattered branches of this 
enthusiasm for the company and its 
products I, personally, make it an im- 
portant part of my job to travel round 
and to pay frequent visits, to chat with 
everybody on the staffs, from the 
highest to the lowest, and to imbue 
them with the consciousness that every 
person, individually, is of the utmost 
importance to the concern. 

Development along these lines, then, 
constitutes our plan for advancement 
next year. It is with adequate evidence 
behind us that this policy is not only 
profitable, but the most logical to 
pursue. 





NEW SHOWROOM LAYOUT 
LINKED UP WITH THIS PLAN 


People who knew the Jaeger showrooms a few years ago will appreciate the complete re- 
organization which transformed their premises to the conditions of which the two illus- 
trations on these pages are examples. The entire conception and design links up with the 
new and modern types of product which Jaeger embraced in their new marketing plan 
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This Production BUDGET Plan 


e have become so accustomed to 
Wi ou: budget procedure that we 

give very little thought to it as 
anything out of the ordinary, yet it is 
a highly effective plan. We couldn't 
get along without it. 

There is an added reason why it 
causes so little flurry and invites so 
little attention. That is because the 
procedure is so simple and requires a 
minimum amount of figure work. We 
require but three printed forms for all 
of our budget work. 

In order that the budget plan may be 
thoroughly understood I will explain 
something of our operations and plan 
of organization. The company owns 
and operates a dozen manufacturing 
plants in different parts of the country. 
Each of these plants makes a line of 
products generally not duplicated in 
any of our other factories. There are 
upwards of 30 selling branches, each 
handling a full line of the products of 
the various factories, or at least as 
complete a line as the requirements of 
each territory warrant. 

The business is operated very largely 
as a decentralized organization. By 
that is meant that each factory and 
branch is administered by a manager 
who has large responsibilities. In fact, 
each factory manager has a complete 
organization, an accounting depart- 
ment, purchasing department, and 
so on. 

The financial year ends October 31. 
Each factory, however, conducts its 
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operations o 
what is known as 
a factory year. 
Some factories 
commence their 
factory years June 
I, Others July 1, 
September 1, Oc- 
tober 1, and No- 
vember 1. The 
explanation of this 
is that the busi- 
ness of our con- 
cern is seasonal, some products being 
used in the spring and autumn, others 
in the early summer, still others 
throughout the summer, and so on. 
Then, of course, the seasons differ in 
various localities. The products of 
the various sections of the country 
must be manufactured many months 
ahead of their actual sale and use. 


We Plan Production Schedules 
14 Months Ahead 


Before describing in detail our 
methods of budgeting it may be 
worth while to consider some of the 
factors that enter into the budgeting 
of production and factory expense in 
our industry. The main factor, of 
course, is that of the volume that may 
be expected. The matter of change in 
style does not enter to much of an 
extent, for our products have become 
pretty well standardized to conform to 
the exact conditions of each territory. 
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HOW THE BUDGET IS STARTED: On the first of the working year, the branches 
send in to head office the upper statement. These reports are consolidated in the 
lower form with the sales for the three preceding years, also the factory’s inventory 


_has grown out of 
IO years’ experience 


By A CONTROLLER 


who has found it highly successful 





But volume constitutes a sufficiently 
uncertain factor to make the forecast- 
ing of the requirements a most difficult 
one. The financial conditions in our 
sales areas affect it, and introduce com- 
plications. But our experience has 
taught us that the greater the diffi- 
culties involved, the more important 
the need for forecasting. 

The first estimate of the production 

requirements of any of our factories is 
made 14 months before the end of the 
year covered by the budget. The fac- 
tory manager at that time prepares an 
estimate of what he thinks will be re- 
quired from his factory. He has kept 
in touch with business, financial and 
agricultural conditions through frequent 
contacts with the sales and branch 
organizations. He is in touch with con- 
ditions all over the country and abroad 
for the products of his factory. In brief 
he is expected to keep as closely in- 
formed on the situation as if he were 
general manager of the only plant oper- 
ated by the company. Besides inform- 
ation on trade conditions, he has avail- 
able the production figures of previous 
years. 
No special printed form is required 
for this estimate. It is a simple list of 
the various types and styles of product 
manufactured by his factory. 

The preliminary estimate is sent to 
the Budget Committee of executive 
officers. This committee is made up of 
three directors, one in charge of sales 
and branches, the second in charge of 
manufacturing, and the third with 
general duties. The purchasing man- 
ager, who by the way is a director of 
the company, is also present at the 
meetings of this committee. 

The factory manager’s estimate is 
reviewed and, depending upon the 
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On the first of the month that marks 
2 the beginning of the factory year—that 
is, two months after the factory mana- 
= o gers preliminary estimate, the branches 
in all parts of the country send into 
head office a statement on the upper 
form shown opposite. This statement 
~~ gives each branch manager's estimate of 
the anticipated sales of the products of 
the factory under consideration for the 
== ensuing year; the deliveries for the 
three previous years, including the one 
just closed; the estimated requirements 
from the factory for the first three 
months of the new year, and the in- 
‘ventories of the factory’s goods at the 
‘time of the preparation of the estimate. 





























manager makes a preliminary estimate. 
He must know at least two months 
‘ahead of the commencement of the new 
factory year something about what he 
is going to have to do. The branches 
annot supply the information, for they 
ave still two months in which to sell 
goods and consequently do not know 
what the annual sales will amount to, 
or the condition of their inventories at 
xe end of the factory year. 


How the Various Seasonal Budgets 
are Handled 


3 Again attention is called to the pecu- 
liar conditions which exist in our busi- 
ness with respect to the matter of fac- 





of the 12 months, June 1, July 1, Sep- 
tember 1, October r, and November 1, 
last date being also the commence- 
nt of the company’s fiscal year. Now 
his means that each of the 30 odd 
‘branches must prepare the information 
Tequired by the various factories, 12 in 
call, on the beginning of the month 
_ which coincides with the beginning of 
_@ particular factory’s year. Hence, if 
it were required that the branches pre- 
= pare preliminary estimates two months 
in advance of the beginning of each 
-c factory’s year, much additional work 
-..owould be required without compensat- 
cing advantage, for the factory man- 
agers can prepare preliminary estimates 
_» which, when amended by the Budget 
¿>o Committee, are sufficiently reliable for 
the purpose for which they are in- 
‘tended. 
At head office the branches’ estimates 
wa particular factory are consolidated 
the lower form shown opposite. In 
lition, the sales for the three preced- 
i ; years and the ko s inventory 
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It is now evident why the factory 


tory years. Factory years begin on 5 


pected in the forthcoming year. 
Information as to 


beginning of the new year have been 
entered. From the sales estimates 
already agreed upon are subtracted the 
inventories above mentioned. The Com- 
mittee then considers the desired inven- 
tory at the end of the coming year. 

Having established a figure for the 
desired inventory at the end of the 
year (its agreement with the estimated 
condition being contingent, of course, 
upon the accuracy of the estimate of 
sales) and added it to the difference 
between the estimated sales and the 
beginning inventory, a figure represent- 
ing the desired factory production for 
the year is obtained. 

After all the products have thus been 
analysed, the form is signed by the 
committee and sent to the manager of 
the factory concerned. The factory 
manager now has definite information 
on which to budget his expenditures 
for overhead and for the determination 
of the productive materials and labour 
required. 

But before coming to the factory man- 
ager’s use of this information, it should 
be explained that the schedule is re- 
estimated every three months to make 
any corrections necessary due to chang- 
ing conditions. 

Turning now to the procedure in the 
factory manager’s office, I will first out- 
line very briefly the standard costs that 
we maintain for every item of our pro- 
duct. 

These costs have been derived from 
known costs of material, productive 
labour, and overhead. Each standard 
specification for a product is accom- 
panied by a complete cost of material. 
This material is priced at prevailing 
unit costs and allowance made for waste 
and scrap. That gives the material 
element of the cost. All our productive 
labour is on piece-work, and conse- 
quently we know our labour costs in 





control is properly carried out 
mention that last year our total expenditures were W. 
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he prepared £00 mon 
ginning of the year. 

He must now analyse the ap rave 
production schedule. “This is a st mge 
forward clerical matter, Extending meo 
quantities of the various products by _ 
the value of the material, p oductive 
labour, and overhead, as shown: ‘by the 
standard costs and by — 
the total budget allowances are o 
tained. These of course are. yer 
figures. 











































Each Budget Operator 
Individual Respons 
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On Salvaging 

Mental Sales 
In. the lobby of a theatre I noticed 
a little sign that showed an appreciation 
of people's mental processes. 
- -The lobby was filled with bills featur- 
- ing the attractions for the following 
week, and as one looked and read, one 
-half-promised oneself to attend next 
show. Right where it met the 
one turned away with this half- 
| decision in mind, was a sign 
o “Buy Seats NOW.” 
sign crystallized decision and I 
two" men read it, hesitate, and 





People are prone to 
rasti nate. They see some article in 
dow and promise themselves 

on’’, or “next week”, or 
they -pass that way, they 
in and Took at it. Often a 

ecard in the window will 
ental sales that other- 
Vi get across the thres- 


every. pany the affairs of the 
possibly can,” said John 
er. ‘“‘By so doing you have 

yorry you and can think ahead 
tead of fretting over what is off the 


| A Techaiğse 
; for Business Reading 
aes - Reading books and articles is one of 
the obligations that the business man 
oo OF to-day ‘must assume, but reading 
alone is not enough. That merely 
informs the reader. The chief benefit 
to be derived from reading is in the 
oe iden that flash spontaneously from the 
Ea printed page—ideas that, as likely as 
not, are far afield from the subject 
ee matter. Hes 
J find that there are three types of 
mina notes. that it pays to write down when 
ooo reading a stimulating book or article. 
Js First, the author’s major ideas; second, 
: :ctions. to these, whether it be an 


t thoughts that come. wh 
; released: from the. pres: 








A new ideas. 


By ROBERT R. UPDEGRAFF 


f them or violent disagree- 
them; and third, ‘the entirely pc 


be he < and 1 3 is not the more 
eae two, O 
carry out the policy of bis house— : 


It is this third group of notes that 
should most certainly be written down, 
for not only are they important in them- 
selves, but they are the quickest to 
escape from. the mind, and the hardest 
to recapture. 
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Letter in Miniature 


One of the firms with which I have 
contact desired to bring to the attention 
of its friends a new outline of its services 
and aims. Various means of attracting 
personal attention to this outline were 
suggested, from telephone messages to 
formal printed announcements. The 
final decision was to use an interesting 
device—the company letterhead, re- 
duced to miniature size. One brief 


paragraph would fill this little letter- — 


head, and make an attractive and atten- 
tion-getting message. It was informal 
without losing dignity, and unique 
without being bizarre. 

Perhaps many other organizations 
could use this interesting technique to 
their own advantage, when the occasion 
arises. 

ge 


Statler on Selling 
The late E. M. Statler, head of the 
great Statler chain of hotels, wrote in 













The salesman’s “first” 


which is to make friends for his house. 
He is to do this, or at least to do his — 
utmost toward doing this, ‘whether 1 he : 
makes a sale or not,” le 
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Why Not Buy 
More Experience ? 


Somewhere I read recently that the - 
great advance in knowledge of the past 
century has made ignoramuses of us all — 
—-the chemist can know little about. 
economics, the financier has no oppor- 
tunity to study biology, and the expert | 
accountant may never have heard of 
the rudiments of modern management. - 
There is much truth in this accusation, | 
and there is a lesson in it for “every ue 
business man. ee 

None of us can expect to guide 
business single-handed. We must b 
up a well-rounded staff of ‘special 
trained individuals. Beyond this, ift 
organization lacks experience in- 
particular field we should be ready : 
employ such service when it is needed. 

This reminds me of a statement by 
a college professor, that in general m 
acquire great wealth by one of th: 
methods: by ability, by luck, ‘or by 
employing talented assistants. Each 0 
us is limited in abilities, perforce; an 
luck is hardly a controllable factor. On 
the other hand, any of us can em 
talent for special problems. — Perh 
our businesses would prosper more if we 
made a point of buying outside talen 
whenever we encounter a problem 
side of our own field of knowledg 
experience. z 




























This Idea Gave — 
A NEW ANGLE to the PRODUCT 


A manufacturer of gas-stoves had im- 
proved his products by embodying 
every possible mechanical time and 
labour-saving device—yet business re- 
mained dull; the sales curve was falling. 
What new feature could be found to 
make the stoves again appeal to custo- 
mers as something beyond a routine 
purchase? A new selling point kad to 
be found, so the whole executive stafi 
went into conference. N 
„One director discovered 5 
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its entire exterior was plaamivig white 
enamel. The new model was definitely — 
a piece of fine furniture, as well as a | 
stove. A colour range was chosen: 
pastel green, blue, biscuit and white. _ 
The new stoves were built to beautify — 
the kitchen, and this also was the new | 
sales appeal. It was a call direct to the 
artistic senses of women. The. new 7 
angle of appeal was successful. De y 
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The Package Appeals 





This container appeals by reason 
of its UTILITY. and CON- 
VENIENCE. It allows only one 
gramophone needle at a time to 
emerge. Because of its novel 
shape and colour (gold), however, 
it makes its first appeal through 
the eye. A similar container is 
now being used for garden seeds 


of goods, the consideration which 

comes above all others fo-day is that 
of PRESENTATION. Unless a product 
is well presented it cannot possibly 
be well advertised or well sold. I am 
speaking, of course, about the great 
bulk of goods sold through retailers. I 
do not refer in this article to the heavy 
basic products such as machinery, 
bricks, and so on, though, indeed, such 
things as coal and dishcloths are being 
successfully marketed in 
form. But that is another story. 

What do we mean by an article being 
well presented? We mean an article 
‘‘dressed’’ so that it appeals as strongly 
as possible to as many as possible of 
those senses of a prospect which urge 
him (or her) to buy. Nothing can 
accomplish this ‘‘dressing’’ of a product 
so completely in all its phases as an 
intelligently designed package. That 
word intelligently should be empha- 
sized. 

In an article in last month's issue was 
given a list of six reasons why a pack- 
age sells more goods. Of those six, 
numbers one to four appeal first to the 
prospective customer’s eye. It is for 
this reason, therefore, that a package 
(or container of any sort) must be 
intelligently designed. For example, 
toiletries should obviously appeal 
through their beauty of dress. Therefore 
packages to contain them must be de- 
signed to make this appeal. Packages 
for foodstuffs, etc., must appeal through 
their hygienic properties. Containers 
for salt, fertilizers, gramophone needles, 
paint, oil, boot polish, etc., must 
appeal through their usefulness and 
convenience in handling. Finally, all 
packages and containers should appeal 
through” their individual association 
with reputable manufacturers. 

These, then, are the subconscious re- 
actions of a prospective buyer to any 
goods that he or she sees on display. 
The first contact is, however, through 
the eye. 


|> the marketing of a vast percentage 


packaged ' 
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THROUGH THE EYE 


to the Four Buying Senses 


By ARNOLD GRICE 


It is for this reason that the design of 
the final dress (the package or con- 
tainer) of a product has come to be one 
of the most important considerations 
in the whole of a marketing campaign. 
And in discussing final dress one must 
not forget the importance of well-de- 
signed labels, the use of transparent 
wrapping and printed tying-tape, all of 
which hook up and assist in completely 
dressing the package. 


Few manufacturers are sufficiently 
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technical and 
that is a 


equipped with artistic, 
marketing knowledge, 


Omi- 


bined knowledge of these attributes 
to be able to design the best dresses 
for their products. To provide this 
essential service, however, independent 
specialists have developed, and these 
organizations are availabl n'y 
manufacturer for advice or servic 
Package manufacturers oo, have 
enormously developed the advisory side 
of their businesses, so have many 







COLLET TAN 


These containers appeal for their beauty and are admirably in keeping with the nature of the 
goods with which they are associated. The photograph was taken by W. H. Cox, of Luton 


16 


printers. A manufacturer, therefore, 
who has any kind of a packaging prob- 
lem, or who contemplates the use of 
a package where formerly he used none, 
has but to consult one of these special- 
ist services and his whole problem will 
be studied from every angle and solved 
in the most profitable way. 

And this advisory service on the part 
of package manufacturers is no mere 
cursory offer for the sake of securing 
business. Carton- and box-makers to- 
day have equipped themselves with 





chemical and physical laboratories 
staffed with qualified experts. They 
undertake the most exhaustive research 
and tests on behalf of inquirers and cus- 
tomers, for they appreciate that future 
business depends on producing a pack- 
age which fulfils to the fullest extent 
the qualities of suitability to_contents, 
strength, appearance and ‘%conomy. 
In a word, they have raised the 
design and manufacture of packages 
to an exact science. And it is 
this science which they offer as ser- 


+ 


There is a CONTAINER 
for every purpose. 


ide by side with the question of 
S appearance must be considered the 

suitability of the material of the 
container for the contents it is to hold. 
Here again the manufacturer of the pro- 
ducts to be put up in containers need 
never be in doubt, need never worry. 

To find out exactly what material 
containers should be made of in order 
to suit various needs is one of the valu- 
able services rendered by the research 
departments of the big container 
makers. 

Under this heading containers can be 
considered in a sphere wider than that 
which concerns merely units to assist in 
marketing and sales. In fact, in a short 
article of this kind, it would be impos- 
sible to go fully into the merits of glass, 
metal, collapsible tubes, cartons, trans- 
parent wrapping and so on. It will be 
sufficient to say that the manufacturers 
of all these media can put at the dis- 
posal of manufacturers a full advisory 
service which is unbiased and without 
obligation. Manufacturers of products 
can be assured that this service will 
save them time, money and worry and 
will also give them the opportunity of 
securing for their goods the best pos- 
sible containers from every point of 
view. 

Let us turn then to the sphere of bulk 
containers, containers needed to protect 
goods in storage and in transit rather 
than to sell them. 

Goods in transit have many enemies. 
From the time the containers leave the 
factory until they finally reach their 
destination they are subjected to all 
kinds of known and unknown contin- 
gencies. They are one of the worries 
of management because they so often 
bring about charges which figure highly 
in unproductive overhead costs. 

Practically, every product needs some 
kind of retainer to ensure its being 
safely delivered to the purchaser. The 
duty, then, of the container, is a res- 
ponsible one. It must protect both 
sender and consignee against all the 
risks of conveyance: i.e., careless hand- 
ling, blows from heavier articles, pilfer- 


age and weather conditions. And it 
must do this at a low cost. 

Naturally, the type of product will 
govern the type of container to be used. 


Among the various types are: 


Composition Wood 


Solid Fibre Solid Boxes 
Reinforced Fibre Ply Boxes 
Corrugated Fibre Metal-bound Boxes 
Crates 
Barrels 
In packing, some products need 
“holding’’ rather than ‘‘protecting’’. 


In such cases the strength of the pack- 
age can be in direct proportion to the 
weight of the material to be carried in 
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vice to users and prospective users. 

Money spent on good packaging is 
money spent on thoroughly sound sales 
promotion material, and will return a 
good dividend. The golden rule, how- 
ever, is consult a specialist: a reputable 
printer who really understands package 
designs, an advertising agency with 
adequate equipment, an independent 
artist who understands the mechanical 
technique of container-making, or any 
one of the reputable container-making 
firms. 


each package. If the container will 
stand up successfully to the weight car- 
ried, it will give all the needed protec- 
tion. That, of course, is stating the 
case broadly and without considering 
the complications of individual in- 
stances. Most canned goods can be 
packed on this principle; so can many 
packaged goods of a _ non-breakable 
character. 

Quite different is the position when 
the product needs ‘‘protecting’’. It may 
be that the container should be very 
much light@r than the product. Shaped 
sheet metal goods, for example, are 
amply protected by a light wood crate. 
Even some heavy machinery is quite 
satisfactorily packed when protected in 
this way. On the other hand, a heavy 
box is called for to protect instruments, 
scientific apparatus and so on. 

By far the majority of products need 
a measure of both “holding” and “‘pro- 
tecting’’ on the part of the container. 
In such cases, of course, the extent of 
each capacity must be accurately 
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estimated and the container chosen which 
will meet all the requirements. The 
choice is by no means a simple matter, 
as utility, ease of handling, and cost, 
have to be most carefully considered. 
At this point, I would emphasize that 
proper packing is a specialist’s job. An 
expert should be called to help settle 
this important point. All reputable 
manufacturers of packing materials are 
willing to give expert and unbiased 
assistance on any packing problem. 

It is safe to say that the fibre case 
in one or other of its forms is suitable 
for far more products than is any other 
type of container. It is light, pheno- 
menally strong and cheap. It is, more- 
over, of a resilient nature and stands 
well up to shocks and rough usage. 
When the openings of such cases are 
sealed with good adhesive or gummed 


IDEAS 
IHAT 

HAVE 
SOLD 


AN IDEA FOR 
SEED GROWERS 


A foreign firm of garden seed growers 
issues inside each packet of seeds dis- 
tributed for sale through retailers a 
‘‘gardener’s calendar’, telling what 
should be done and what can be plan- 
ted in the garden each month. Another 
example of a little extra and useful free 
service to the consumer. 


‘+ 
BLOTTERS ARE GOOD BUT 
MAKE THEM USEFUL 


There is no question that blotters are 
still a useful and popular form of adver- 
tising. By far the best results, how- 
ever, are obtained by blotters which 
have on their advertising side, not pic- 
tures of beauty spots, but useful in- 
formation relating to the better use of 
the product advertised. Thus a photo- 
graphic manufacturer issued blotters 
bearing exposure tables for all its vari- 
ous grades of plates and films; a food- 
staff firm issued cooking FOES a 











“in. Britain 250,000 shops sell 
£50,000,000’s worth of sweets 
a year. The sweets them- 
selves must be attractive, 
but, FAR MORE IMPORT- 
ANT in inducing sales are 
the hygienic and colourful 
BOXES, CARTONS, 
PAPERS, TRANSPAREN- 
CIES and FOILS in which 
they come from the mach- 
ines untouched by hand.”’— 


Advertisers’ Weekly. 
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textile house, patterns; a transport 
firm, haulage costs for loads and 
distances, etc. 

All these tend to keep the name of 
the firm longer before the eye of the 
user because of the usefulness of the 
information. Mere pretty pictures, 
often very badly printed, and mean- 
ingless, overdone slogans are just 
thrown away. 


+ 


SELLS THE RETAILER FOR 
HIS OWN USE 


A manufacturer of a product used in 
the house and sold through retailers has 
a few special salesmen whose duty it is 
to sell the product to the dealer for his 
own use. This has three results: it adds 
a considerable market (there are 6,000 
retailers on his books); the salesman’s 
canvass familiarises the dealer with all 
the selling points of the product; it gives 
the dealer a special goodwill interest in, 
and familiarity with, the line. He can 
better sell the goods which he himself 
understands and uses. 


+ 


A TIME-SAVING 
SALES FOLLOW-UP 


The sales manager of one concern 
uses a neat way to get replies to quota- 
tions which have been given in response 
to prospective customers’ inquiries. 

It is to have three copies of the quo- 
tation sales-letter made at the time the 
original is dictated, so that if the ori- 
ginal letter does not bring in any tangi- 
ble response a copy of the letter can be 
sent within a reasonable follow-up time 
without the necessity of re-copying the 
letter. 

The copy-letter, made on a proper 
headed sheet, has on it, either rubber- 
stamped or typewritten, the following 
note : 

‘‘Perhaps the original of this letter 
has not reached you as we have not 
been favoured with your reply. We 
believe you are interested in our 
machine, but possibly the matter has 
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tape they are virtually tamper-proof, 
and they do away with the ‘‘returned 
empties’’ problem. 

A particular advantage of the fibre 
case is its eminent suitability, due to 
its lightness, for goods exported to 
those countries (notably Latin-Ameri- 
can countries) where there are import 
tariff charges based on the total weight 
of the goods, including the package. 

There are, of course, several 


‘of fibre containers, and the manufac- 


turers should consider every type 
closely before deciding which to adopt. 
In this deliberation, again follow the 
golden rule: consult the container 
manufacturer. He has made an exact 
study of all the problems which beset 


you. Take advantage of his technical 
staff: it will save you money in the 
end. 


slipped your attention, so we have 
taken the liberty of sending you this 
reminder.”’ 

The results from the copy-letter are 
two-fold. First, if the orginal letter 
does bring a definite response it is filed 
away in the records, which shows that 
the prospect has either purchased or is 
not further interested, and it serves 
further use in helping to fill a mal- 
ing list for a postal sales campaign. 
Secondly, it usually prompts the inquir- 
er to give some sort of response to the 
quotation, either in the way of accep- 
tance or rejection. The copy is then 
filed away to serve the same purpose 
of record as the originals which have 
brought responses. 

The use of this plan has brought 18 
per cent more returns from letters. 
There has also been a saving in time 
and effort in dictating and typing an- 
other original follow-up. 

Naturally, this plan could not be used 
for any kind of product, but it can pro- 
fitably be used for many. In this par- 
ticular case it certainly justified itself 
in practice and would not need very 
extensive adaptation to meet various 
other requirements. 
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FREE DELIVERY PLAN 
GAINS NEW CUSTOMERS 


A business man was recently com- 

pelled to leave his car for repair at a 
garage some thirty miles from his home. 
The next morning he received by post 
a letter from the garage confirming the 
work which was to be done and the 
price which would be charged. Stuck 
to the foot of the letter, however, was 
the following slip, printed in red: 
“Your car will be ready on . 
(date filled in). If you would prefer us 
to deliver it to your address we shall be 
pleased to do so, without charge, upon 
receipt of your advices.” 

Inquiry revealed that this free deliv- 
ery plan alone had gained for the garage 
many additional regular customers over 
a wide area. 
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MECHANICAL TRANSPORT and EQUIPMENT 


Where. You Can Find ` 


1934 IMPROVEMENTS That will 
Speed-Up Your Transport 


his year marks a definite phase 

in the construction of light motor 

vehicles which is of tremendous 
importance to every direct and indirect 
user of road transport. 

We have just reached a point at 
which the basic qualities of motor 
vehicles have become standardized. 
Only a year or two ago the transport 
user demanded assurances of relia- 
bility, of economy and of robustness. 
Now he assumes these factors as a 
matter of course, and he studies the 
specifications of new models from a 
new angle and with a more critical 
eye. 

"The growth of business competition, 

the increasing importance of the time 
element in motor haulage and, above 
all, the ever increasing burden of 
taxation and fuel costs have brought 
with them a new range of demands. 

The motor user not only wants 
efficiency, but increased economy. 


Manufacturers are Building 
Vehicles that Reduce Costs 


He demands an improved carrying 
capacity from every size of vehicle and 
a drastic curtailment of running costs. 
At a time when many manufacturers 
legitimately hoped that they might 
standardize their models for a year or 
two, comes an insistent demand for 
more efficient engines and lighter chas- 
sis, and designers are experimenting 
night and day with lighter alloys and 
higher grade materials to meet the 
new conditions. The old, heavy engine 
of high efficiency is no longer satis- 
factory. Every surplus pound in the 
weight of engine and chassis has to be 
ruthlessly eliminated without any loss 
in efficiency, and the problem is bring- 
ing white hair and wrinkles to our 
designers. 

The November Commercial Motor 
Show at Olympia will, however, 
demonstrate that notable progress has 
already been made by the more 
enterprising firms in meeting the new 
conditions. The new alloys, which 


By the 
TRANSPORT EDITOR 


have been so successfully employed in 
aeroplane engines, are now being in- 
creasingly used in the commercial 
vehicle to reduce the pound weight per 
horse-power. The very lay-out of the 
chassis has been drastically changed 
to permit of the accommodation of 
more roomy bodies without increase 
of wheel-base. The old methods of 
body building have been scrapped and 
new bodies, equally strong, but con- 
sisting largely of reinforced aluminium 
and with shutter construction, have 
been produced. 

This is, of course, a development 
that would have come sooner or later 
anyway; but it has been notably ac- 
celerated by increased taxation. 

A body manufactured from ortho- 
dox materials, with timber framing, 
ash panels and conventionally stiffened 
and jointed by steel or iron fittings 
may weigh probably 2 tons 14 cwt., 
whereas a light-weight, economy 
body, quite as strong and satisfactory, 
can be made with a weight of 1 ton 
I cwt. This one change alone on, say 
a five-ton chassis would result in the 


SSE a Ra SAD ae EE 
Every business man employing 
motor transport, whether he 
himself actually handles the fleet 
or not, should visit the Commer- 
clal Motor Show and examine the 
latest cost-cutting developments 
which will be on show. Manu- 
facturers have concentrated 
on higher efficlency and lower 
maintenance costs all round. 
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complete vehicle coming into a new 
taxation class, at a rate of, say £90 a 
year, instead of £130. This represents 
a saving of £40 a year, or £320 over 
an eight-year life. 

But there is more than a taxation 
saving involved. Frequently these 
new light bodies not only permit a 
saving of tafation—and an increased 
carrying-power, of course—but they 
also bring a vehicle which otherwise 
would be subjected to a maximum 
legal speed of 20 miles per hour, into 
one which is allowed a speed of 30 
miles per hour. 

These are points which are monopo- 
lizing the attention of transport users 
this year almost to the exclusion of 
everything else. It is frankly admitted 
that these constructional changes, in 
conjunction with the rising prices of 
raw materials, may in the near future, 
bring about a general rise in the price 
of commercial vehicles. But this 
slightly increased capital expenditure 
will be more than offset by the im- 
provement in Running Costs and 
Standing Charges. 


Advantages of The New, Light 
Three-Wheelers 


One interesting development for the 
1934 season will undoubtedly be the 
increased use of very light vehicles 
with big body capacity. The Raleigh 
light Transport van may be cited as 
an instance. Here is a three-wheeled 
vehicle taxed at £4 and insured for 
£7 Ios. and costing only £78 15s., 
giving a petrol consumption of be- 
tween 50 and 60 miles to the gallon, 
and accommodating a standard van 
of 49 cubic feet capacity, and, for 
light, bulky goods, 6r cubic feet 


iis i 

is body is actually very much 
larger than the average four-wheeled 
van of similar weight capacity. Yet 
all this is secured with an engine of 
only 5.98 horse-power, and the Run- 
ning. Costs and Standing Charges, 
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YOU CAN SAVE MONEY 


WITH THE NEW 


30 cwt., 2 ton and 3 ton 
vehicles 


@ 4 or 6 cylinder 


© Forward or normal control 






















@ Far ahead in design and value 


Write for fall information 
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MORRIS COMMERCIAL CARS, LTD. ADDERLEY PARK, BIRMINGHAM 8 


ECONOMY and UTILITY 


MCE and more businesses are depending upon 

the efficiency and economy of the Raleigh Van 
to solve their transport problem. Transport and 
delivery are always a likely source of ‘‘leakage’’, and 
profits can be quickly eaten into by the maintenance 
costs of a poor delivery service. But with the 
Raleigh you can keep your overheads down and save 
money all round—in tax, insurance, initial outlay 
and maintenance. 


Write to Dept. 44, The Raleigh Cycle Co. Lid, 
eta a for illustrated catalogue and full 


£78 3:15: @ 


completely equipped 
i Mii, (ex-Works) 
“Product of the Saige ade Co Agents throughout the country Service Staton. 1 Redhill Tax only £4. Insurance, third party, from £3. 


‘St (off Albany St), ; Vy I Tel’ Museum 2568-9 Sole London and Home Counties 
D FRANK WARING, LTD, r00 Great Portland St, Wi. Tel. Museum 0947. Easiest possible deferred terms, 
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including garage charges and driver’s 
wages, on an average of 700 miles per 
week, work out at only r.50d. per 
mile. There will obviously be a tre- 
mendous field in every large city for 
light efficient vehicles of this type, for 
the driving of which a boy of 16 years 
is legally eligible. Another advantage 
is their speed and manceuvrability. 

But this type of vehicle, useful 
though it is, cannot seriously affect the 
main problems of transport. The bulk 
of business traffic will necessarily be 
carried on chassis of the 2-ton general 
class, and it is in this field that notable 
minor improvements may be looked 
for at the Show. Every item of equip- 
ment is being scrutinized with a view 
to securing every possible improve- 
ment. Tests of an unheard of severity 
are applied to every new feature so 
that no ‘‘teething troubles’ shall 
develop once mass production has 
started. 

Guy Motors provide an interesting 
illustration of this. When they finished 
their new 2-ton C.F. Model they put 
"a three-ton load on board and ran the 
vehicle up and down the famous 
Porlock Hill with a gradient of one 
in four and a total rise of 1,500 feet. 
And when we say “‘ran it up and 
down’’ we mean just that; not a single 
journey but continuous travelling up 
and down for many days and nights 
in succession. No buyer cam remain 
unimpressed by that. Here again it 
is notable that, although the engine 
and chassis construction of this model 
is very robust (the 4-cylinder, 20 
horse-power engine will develop 50 
H.P.), the total weight has been 
brought down to 294 cwt. 


Greater Carrying Capacity on Still 
Lighter Chassis. 


Needless to say, in all this activity 
other firms such as Morris Commercial 
Cars have not been idle. By a careful 
study of the various points we have 
referred to, the Morris 3-ton truck has 
been brought down to an unladen 
weight of 50 cwt., and it therefore 
comes into the £28 tax class and is the 
only British 3-tonner which can oper- 
ate at the maximum legal speed of 
30 m.p.h. 

Morris have brought the modem 
system of Forward Control to per- 
fection and have achieved a big saving 
in pay-load space, with complete ac- 
cessibility. The cabs, built right over 
the engine, provide ample driving 
accommodation for two and are 
thoroughly well ventilated. More- 
over there is no complicated gear 
mechanism—the change speed lever 
goes direct to the gear-box. 

The company has completed a new 
range of four-cylinder models for 30 


cwt., 2 tons and 3 tons at {206, {221 
and {271 for the chassis. ese prices 
are all for the forward control type, 
the accepted type for the future; but 
for those who prefer the normal con- 
trols, they are still available at slightly 
lower prices. The chassis is packed 
with technical improvements, such as 
the “Silent Third Gear’’ (which is 
secured by means of constant mesh 
double-helical gears) and hydraulic 
brakes. The whole chassis will repay 
careful study at the Show. 

Needless to say, all this general 
improvement has brought a general 
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reduction in running and upkeep costs. 
These items are no longer speculative 
gambles for the rt user; but 
things he can calculate beforehand 
with the knowledge that his prelimjn- 
ary estimates will not vary far from 
the actual results of the year’s work- 
ing. 
Whatever increased costs the trans- 
port user has to face in the way of 
taxation and fuel costs, he has the 
satisfaction of knowing that they will 
be substantially offset by the mechani- 
cal improvements effected for these 
1934 models. 
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Heavy Vehicle Economies 
which will offset 


Increased 


Taxation 


By F. J. SIMPSON 


his will long be remembered as a 

black year for the heavy trans- 

port user. The unfortunate owner 
of heavy commercial vehicles has been 
the target of unending attack and 
criticism. Some of it was justifiable, 
but the bulk of it was not. It is 
unfortunately true that the present 
hostile attitude of the average motor- 
car user can be traced to a real wave 
of road-hoggism on the part of the 
early drivers of heavy lorries. Most 
of us who drive, suffered exasperat- 
ingly and the memory still lingers; 
but in common fairness, we must 
admit that the lorry driver to-day is 
not to be compared with his prototype 
of a few years ago. Itis a pity the 
sympathy of the ordinary road user 
was alienated in this way, for the evil 
A has lasted long after the 
oftences have disappeared. 

One effect of this hostility was un- 
doubtedly felt in the general support 
that was forthcoming for restrictive 
legislation against heavy vehicles. 
There was a pretty general demand 
that heavier vehicles should be made 
to pay heavier taxes and that their 
speed limit should be curtailed. The 
hostile attitude of other road users 
made the passage of this legislation a 
good deal easier than it otherwise 
would have been and, in consequence, 
heavy vehicle users have to face a 
burden of taxation in the near future 
that will be not merely oppressive 
but absolutely destructive. 

Within the next few months many 
thousands of vehicles will be taxed 
right off the road. This prospect is 
gratifying enough to the million or so 
shareholders in our railways, but to 


no one else. With the disappearance 
of these vehicles, it will be inevitable 
that thousands of horses be reinstated 
on our roads. From sanitary, human- 
itarian and economic standpoints this 
can be nothing short of a calamity in 
our big urban centres, and it will 
provide still another painful example 
of the extent to which the interests of 
the community at large can, on occa- 
sion, be sacrificed to the selfish inter- 
ests of a small and privileged minority. 

The prospect is only now beginning 
to arouse the consternation which 
should have greeted the original pro- 
posals. The matter is being hotly 
debated in the daily Press, and a few 
equine enthusiasts have been making 
passionate appeals in favour of ‘‘that 
noble animal’’. But there is some- 
thing incongruous in ‘‘a lover of 
horses” pleading that the object of 
his affection shall be harnessed and 
blinkered and condemned to a toiling, 
sorded existence on the dreary, slip- 
pery streets of a busy town. The 
lorry-owner reads these sentimental 
effusions with a grim smile, for he 
knows well enough the squalid motives 
behind them. 

No sane man nowadays attempts to 
deny the disastrous effects which horse 
vehicles have on the speed of town 
traffic. It is no longer a matter of 
opinion, but of fact. No less an 
authority than the Automatic Electric 
Company, which supplies London 
with its traffic-lights system says: ‘‘On 
an average we have to adjust the 
mechanism of our light controls so 
that. a horse-drawn vehicle is auto- 
matically given five more seconds to 
cross an intersection of streets than the 


High grade transport 
at an economy price—with 
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“WOLF” 2-TONNER 


(MODEL C.F.) 


A thoroughly reliable vehicle, individually built 
throughout, and costing only £239 for the short 
wheelbase model chassis and £245 for the long 
wheelbase model chassis. 


Its chassis—of advanced design and complete specific- 
ation—is designed for regular heavy duty. Through 
skilful designing its weight has been reduced to only 
29} cwts.; yet the most rigorous tests have failed to 
disclose any weak points in its construction. 


The GUY “WOLF” chassis allows for the large- 
capacity standard bodies—and a variety of bodies 
is available on both short and long wheelbase chassis, 
providing a range suitable for every trade. 


An important feature of the GUY WOLF” is that the 
tax of £25 will not be increased under the new Budget 







- 7 Lengi 
9’ 6", width 6’ 6”, height of sides 1° 6” (short j 
wheelbase). Á 
Long wheelbase; Length 12" o”, widih 6 6", 
height of sides 1° 6". 


Tax coming into force in January, 1934. OUTSTANDING FEATURES 
Write, mentioning BUSINESS, for fully descriptive ` : 
literature 1. Powerful 4-cylinder Overhead Valve 8. Cam and roller steering with í ward 
Š Engine with high torque at low speeds, NE maage suspension provides light 
A on anti-vibration engine mounting. 9. Self-aligning tee oe craidd ts 
. Unit construction. 10. Dimming bead lamps. 
GUY MOTORS LTD. 22. Soe 
> 5. Fully floating spiral bevel rear axle on sare predany i lengths (12 ft oin. on 
ball and roller bearings, 12 Seaclal esif-sdlesting track rod join is 
WoO LVERHAM PTON 6. Rigid frame epg eed with Jo semi- 13. Chassis weight aniv 294 wis. 
drop frame and 5 deep channel-section p. trol tank with éleciric 
London: Porteous House, Porteous Road, Paddington, W. 4 AE OT NE te l4. toj — D it with electric 
7. Self-energising Four Wheel Brakes. 15. Simple & accessible water pump packing, 








WAREHOUSING 





In every large town or port on the LMS system is an LMS ware- 
house—350 of them in all. You can store your goods in them 
more cheaply than anywhere else in the country. Storage of 
bulk stocks pending sale or distribution is specially catered for. 
Capacious Wet and Dry Bonds are available in many of the more 
important centres, 













Uncovered wharfage, with all the advantages of a rail-connected 
site, is available at the Company's Goods Stations. 


SALES SERVICES 


Store your goods in an LMS warehouse and the LM S will deliver 
to your customers in that district as the orders come through. It 
is cheaper this way and your distribution is accelerated. 














Here is an extract from a letter about LMS Railhead Distribution 
from a famous firm of chocolate manufacturers : 

“With this Cardiff transfer, we have now converted all our depots. Such per- 
sistent efforts to render speedy service have undoubtedly assisted us to make 
steady progress despite recent conditions of trade. The Railway Companies hove 
collaborated most helpfully in these developments. 


Any LMS agent will supply full particulars on application ; or write to the Chief 
Commercial Manager, Dept. N.W, LMS Railway, Euston Station, London, N.VV.1 
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RAILHEAD DISTRIBUTION 
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were, a rean one of the he 
London, deliberately change over to 
_ motor transport, we may be reason- 
ably sure that the last case in support 
oot the horse vehicle has collapsed. lf 
_ further proof was needed, it is in the 
fact that virtually without exception 
all the big London stores have gone 
_. ever to the motor lorry. 
=~ One of the arguments the lorry 
= owner has had to face is that his solid 
_- rubber-tyred vehicles do as much 
harm to the road as the iron-tyred 
horse. vehicle. It is therefore worth 
remarking that solid tyres are no 
mger being fitted to modern vehicles. 
s the use of solid tyres comes com- 
pulsorily to an end in about six years’ 
e, all makers are forestalling the 
od ar making pneumatic tyres 












is welter of ill-considered legis- 
nd restriction, the lorry owner 
e pardoned for wondering what 
‘to happen in the near future. 
ealizes that so long as the interests 
y shareholders are to be put 
it. of the commercial and 
omic needs of the rest of the com- 
ty, he may expect little sympathy 
e politicians. But the need of 
nent is, as always, developing 
sdy. The man to whom the 
wner is looking with increasing 














€ e problem. 


“One angle of attack fae been on ti 


engineer cannot alter the scale of taxa- 


tion; but he can substantially affect its — 


incidence. 

Taxation is based on the unladen 
vehicle weight, which includes stand- 
ard body allowance, with equipment 
in accordance with the Road Traffic 
Act. Important results have been 
secured in the reduction of engine and 
chassis weight by the increasing use 
of the new alloys. It is rather a tick- 
lish job, because every part in a heavy 
lorry must have a substantial factor 
of safety. The stresses are colossal 
and have hitherto been met by sheer 
weight of metal. But the later Work 
of metallurgists has enabled the bulk 
and weight of components to be 
reduced by a third and even a half 
and it is evident that these savings 
will in due course be carried much 
further. This means that vehicles 
carrying specific loads will be brought 
into lower taxation categories. 

Another improvement is in the use 
of the separate hauling unit. These 
enable lorries to be loaded and 
unloaded while the hauling unit and 


“its driver are busily engaged else- 


where. This in itself resulted in sub- 
stantial economies; but the process has 
recently been carried a step further. 

One of the most famous heavy lorry 
firms has recently produced the 
“Mechanical Horse’’, which promises 
to revolutionise heavy transport prac- 
tice. The “‘horse’’ itself consists of 
a three-wheeled tractor of special 


Agee et es 


vehicle. 


YOUR TRANSPORT COSTS ~ 


Fixed to any convenient part of a motor vaniel; this 

tamper-proof device records on a chart the exact amount. l 
of running time and stopping time performed by the 
At one setting it works continuously, without . 
attention, up to seven days. He 
examination only by the holder of thekey. The information. 3 
recorded enables an executive at a glance to dissect. hi : 
productive from his non-productive 
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te 
leaves the motive unit free to be con- 
tinuously employed and as this part 
of the machine represents most of the . 
capital cost and overhead charges, — 
there is a great saving in operation. 

As two or three carriers can be used _ 
with one mechanical portion and its $ 
driver, vastly greater earning capacity 
is secured with a very small first cost _ 
and low maintenance charges. tse 

There are also substantial savings. eo 
in other directions. The unladen _ 
weight of a six-ton carrying capacity _ 
model is only three tons, so that under- 
the new rates it will only be subject 
to a tax of £35. An ordinary four 
or six-wheeler of the same carryin 
capacity would weigh on an averag 
5 tons 5 cwts., the tax on which wor 
be £90, or, in the case of a Dies 
engine, {120. Moreover, in the cas 
of a three-ton model only a ten hors 
power engine is needed and this will 
give a maximum speed of 30 m.p.h. 
or a cruising speed of 22 miles pe 
hour with a petrol consumption: : 
miles to the gallon! 

A further feature of these i ingenious 
articulated vehicles is that they ca 
actually turn in a 15 ft. circle without 
reverse movement. This increase 
manceuvrability must obviously sav 
a great deal of time in congested area 
where, in some cases, the ordinai ; 
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The chart is removable for ee 






transport - costs: 
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This chart (actual size 4in. dia.) shows the exact time a motor 
vehicle was MOVING and when STANDING. 

LOST VEHICLE-TIME must be LOST MONEY, and it will be even 
more costly after Jan. 1st when the increased road tax comes into force. 
The SERVIS RECORDER system of Mechanical Supervision checks 
-mistakes of ORGANISATION and OPERATION. 
pital cost 4d. a day. Saves 5/- a day. Prevents overdriving. 

ver 100,000 in daily use. “Models 8 hours to 8 days. 
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also what time 





e losses on machinery, 
cor was opened. For further details apply :— 







SYSTEM 
i CALENDARS 


— because ‘‘System’’ Desk Calendars, 
with your business announcement, printed 
prominently but unobstrusively, on each 
Daily Sheet, will keep your goods or 


working day throughout the whole year. 
Being of exceptional utility, they are 
we. . assured of preservation and regular use, 
‘and as they command more frequent 
reference than any other article of desk 
equipment they constitute the best form 
of continuous publicity at a minimum cost. 


meee C O LPO Neen 


To SHAW Publishing Co., Ltd. (Dept. 
B.0.33), 6, Carmelite St., London, E.C.4. 


- sE x i Without incurring any obligation I would like 
Without Obligation 


Flin and Past the to have your quotation for...........ceeee Baies 
< €Oupon opposite 
cand you will receive ° 










ERVIS RECORDERS LTD., 72a RED LION ST., LONDON, W.6.1 


service before the notice of customers or f 
prospective customers every hour of eyery | 
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range of Duplicating 
appliances ever offere: 








ORTY years’ progressive duveiag. 
ment in the design and maret, 
of Duplicating Machines has 
us to the stage that to-day = 
Duplicators are undoubtedly the 
perfect appliances obtainable 








The regularly focreasing deriawd Tor 
Office printing machinery has rosule) 
in tbe productian of a Duplicacer Toe: 
every possible purpose, 
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ELIMINATE UNPRODUCTIVE LABOUR 
IN HANDLING YOUR MULTIPLE FORM 


WRITING 


Ask us to prove to you that we can 

save you £1.6.8 on every 1,000- 

Multiple forms completed in your 
office 
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SPEEDOFORM | FANFOLD | TRANSKRIT | 
STAND NO. 59 
WHITE CITY, SEPT. 26—OCT. 6 
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motor lorry would be useless. Here 
we have a striking illustration of what 
the engineer can do to meet the new 
problems, and it is not surprising to 
find that the railway companies are 
rapidly concentrating on this new 
principle in road transport. 

We have mentioned the question of 
tyres and it is worth noting that the 
tyre maker also has- contributed his 
quota of help. The first pneumatic 
tyres for six and eight-ton duty were 
looked on with suspicion. A very 
short life was prophesied for them; 
but again the research engineer kept 
pace with the increasing demands on 
him. 
We were shown figures the other 
day which proved that the heavy 
pneumatics on rigid six-wheelers now 
give, in actual practice, a life of 
30,000 to 50,000 miles. The figure 
obviously varies according to the road 
conditions; but even the lower figure 
is an astonishing one. It is interest- 
ing to find that better mileage is 
secured on low pressures and on single 
rather than on twin tyres. 

One further development must be 
referred to, and that is the increasing 
use of the oil or Diesel type engine. 

In this field British makers have 
achieved a definite superiority. The 
use of a crude, heavy, non-inflam- 
mable oil in place of the highly inflam- 
mable petrol has obvious advantages 
from the point of view of safety, 
though it is rather surprising that those 
advantages are not as yet reflected in 
insurance rates. But the great advan- 
tage is, of course, in the low and 
relatively steady price of heavy oil as 
compared with petrol. 

The spirit used for the ordinary com- 
mercial petrol vehicle to-day costs 
anything from rrd. to Is. 2d. per 
gallon, whereas Diesel oil costs only 
4d. to 6d. per gallon. Moreover, as 
the engine works at a lower tempera- 
ture, there is a substantial saving in 
the consumption of lubricating oil. 

The outstanding advantage is in the 
economy of fuel cost. Without going 
into wearisome technical details it can 
now be accepted that a Diesel engined 
vehicle can be driven two and one 
fifth times as far as a similarly-loaded 
petrol vehicle for any given quantity 
et or volume) of fuel. When the 

ifference in the cost of the fuels is 
considered the simplest of calculations 
will show that a saving of 80% and 
over can be effected on petrol fuel 
bills. This figure corresponds in prac- 
tice with the results obtained by the 
ever-growing army of Diesel users. 

These impressive figures would, of 
course, be substantially offset if the 
use of the new fuel brought any 
serious engineering disadvantages. In 


fact every disadvantage has been 
overcome. Diesel engines can now be 
easily started by hand from cold and 
driven away on load immediately 
without warming up. It is impossible 
to get a back-fire when cranking up 
and the busiest driver need never 
hesitate to ‘‘shut down’’ his engine. 
Acceleration is improved and flexi- 
bility and top-gear performance quite 
equal to that of the petrol unit. 

There are, however, two darker 
spots on the picture. Oil supplies are 
not so generally available on the road. 
The fact that a majority of heavy 
vehicles ordered to-day are of the 
Diesel type will in due course force an 
improvement here. 
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The other ‘‘snag’’ is that the 
resourcefulness of the engineer has 
attracted the attention of the taxation 
officials. The tax on the more modern 
and highly efficient type is much 
higher than that on its predecessor. 
One may protest against this as 
iniquitous in principle but the fact 
remains that the tax on a Diesel 3- 
tonner is, at £45, higher by ten pounds 
than its petrol competitor and a ten- 
tonner must pay {150 as compared 
with {110. But even when these new 
rates become effective next January it 
is doubtful if they will do much to 
check the growing popularity of the 
Diesel engine, with the other outstand- 
ing economies which it offers. 





How Correct Lighting 
Can Cut Your Costs 


By T. J. HARRILD 


he subject of lighting in offices 

and works has been developed 

and studied until it is now a 
science, just as office management and 
salesmanship are sciences. There are 
experts, both as independent bodies 
and among the manufacturers of light- 
ing equipment, who can be called in 
by the business man to advise on any 
lighting problem. In fact to-day no 
business man should himself attempt 
to tackle these problems. They are 
essentially matters for the expert who, 





as a technical man, trained in the use 
of a highly scientific tool, for such is 
lighting, will secure good results at 
much less cost than could anyone less 
familiar with the science. 

Lighting, when treated scientifically, 
can reduce costs and increase effici- 
ency. Two firms which had new 
lighting systems installed by experts 
secured increases of output of 33 
and 11% respectively; the cost of the 
new installation was paid for well 
within twelve months. 

(Continued on page 39) 


Adequate localised lighting of these Time Clocks has been found by 


the Humber Motor Car 


Co. to prevent errors and to speed up _ 


the movement of employees 
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Cannot make mistakes | a oe oe 
| Will acceptall coins no matter how worn a 
= Easy to operate k mo mates 
-Delivers change direct to custo Mer 6 Le 
No mechanical parts to wear out 
Is good for 20 years 


PRICE 


A UTOMATICKET Ltd., 197 WARDOUR ST„,W.I 
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a tix your ‘effectiveness is being impaired by routine tasks 
-crowding your day, you need Ediphone Voice Writing. 
You would appreciate an extra hour of time every day 
and the advantage of an instrument to which you 
can turn as casually as to the telephone, and speak 










































e Voice - Writing eliminates the ‘shorthand barrier 
you and instant action. You gain more and more 
hich to plan, create, and develop—to multiply your 
€ increase your business. 














t also. benefits by saving all the time occupied in 
1orthand notes—she types twice as many letters 
comfort and greater accuracy. 








here is dictation and typing—in large offices or 
the Ediphone can be used to advantage by saving 
d money. Write for our new book— | | 
Now~How about MY Business?” 

You will find it vitally interesting. 


- BUSINESS EFFICIENCY EXHIBITION 
~ City, Sept. 26th—Oct. 6th, Stand No. 7 
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SOME WELL-KNOWN EDIPHONE USERS :— 
oe Babcock & Wilcox, Ltd.; British Thomson-Houston Co., Ltd.; 
: Ford Motor Co., Ltd.; Imperial Chemical Industries, Ltd.; 
ae Kodak, Ltd. J. Lyons & Co., Ltd.; National Cash Register 
mS Co., Ltd; Road Transport & General Insurance Co.. Ltd. 


mos A EDISON, Ltd., 
ss: Victoria House, Vernon 
Place, Southampton Row, 
8) London; W.C.1 (Telephone: 
Sre Aol. 9688)—-also at Grom- 
- ford House, Market. Street, 
| Manchester; and at 245 Cor- 
poration: Street, Birming- 
hams Distributors in all 
IS on So Cities: 
















increase , Business | 
Efficiency” says ME.LD.C: 


(‘Only a few weeks ago I helped & man 
io push his sales up 41%." } 
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At the Business Efficiency 
| Exhibition, it was clearly demon- 
| strated that modern office equip- 
> ment and improved methods w- 
| can and do reduce expenses by "u 
doing quicker and better work. 

As production is speeded up, so 
| profits increase. 
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| And yet Advertising in its many 
| forms is mòre important in 
| modern business than the most 
| efficient office appliance. 


But the importance of getting a 
| sound selling idea behind every 
| piece of advertising matter can- 
| got be stressed too often. This 
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| Ý senere A can can aep you. a 
| No business man anxious to 

| increase the efficiency of his A Rep resenting Ideas, — 
| business should, to-day, be wings, Copy—the _ 
without the Crichton Broadsheet 7 Big Points of Crichton - 
33. Drop me a postcard at once Service 

for your copy. oe 


k CRICHTON STUDIO 


(Subsidiary of Greeniy's L pent s Chancery Lane, kondon; WC 
: hone Holborn ipa fio 
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EMPLOYERS 
MANAGERS 
SECRETARIES 
ACCOUNTANTS. 
CASHIERS and 
TYPISTS 


will find much that will make their 
daily work easier and better at the 


BUSINESS 
EFFICIENCY | 
EXHIBITION 


WHITE CITY 
SHEPHERDS BUSH ==. 
LONDON 


26th ‘September to 6th. October — 
2-10 p.m. 
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THE BUSINESS EFFICIENCY EXHIBITION 








Use It As 


A SERVICE for the 


Improvement of Your Own Business 


rade is on the upturn. Of this there 

is cheering and definite evidence at 

many important key points—but the 
need now is greater than ever for the 
business man to use every method and 
appliance he can secure to make his 
organization function still more quickly, 
smoothly and accurately, at a lower 
ratio of cost. 

This is essential if the general upturn 
in industry is to be taken advantage 
of and if the business man would build 
his future plans and policies on a sound 
basis for a progressive ffture. 

This is not just a statement of ‘‘hot 
air’’, one of those vague generalities 
about uplift, progress and so on. It is 
the assertion of a positive and very 
significant fact. All business has been 
tuned up to a higher tempo, a greater 
speed, with a more accurate and swift 
control of every function. Those busi- 
nesses, therefore, which do not equip 
themselves with the modern means to 
tune in to this higher tempo will find 
themselves left by the wayside. This is 
not propaganda, it is hard, irrefutable 
fact. 

It is absolutely safe to make the state- 
ment that there is no single business, 
large or small, which could not benefit 
by the introduction of some system or 
appliance which will be found displayed 
at the White City. 

This exhibition has brought together 
under one roof the combined results of 
years of work on the part of acknow- 
ledged experts who have made inten- 
sive research and experiment into every 
problem with which modern business 
has to cope in its everyday affairs. It 
represents the picked and proved suc- 
cesses of these endeavours, nothing of 
the merely experimental is there. 
Everything has passed the test of really 
practical experience and, in many cases, 
the exhibits can be viewed in actual 
operation, as though they were dealing 
with your own problems in your own 
office. In fact you are invited to bring 
your own specific problems to the 
Exhibition and to ask the demonstrators 
to deal with them there before your own 
eyes. 

Now most people have but one con- 
ception of an exhibition. They look 
upon it as an assembly of attractively 
dressed stands on which are perched 
the star salesmen of the various con- 
cerns, ready poised to sweep down upon 


the visitor who may linger to give an 
interested glance at the displayed pro- 
ducts. 

The business man, however keenly 
he himself prosecutes his own selling 
campaigns, has a natural aversion to 
being buttonholed and introduced to 
the dotted line in this way. So have 
most of us. 

But the Business Efficiency Exhibi- 
tion is not like that. The business man 





|t is significant of the growing import- 
ance attached by the business man to 
the Business Efficiency Exhibition that 
the amount of space booked at the 
White City this year is 40 per cent 
greater than that for the previous exhi- 
bition; 33,000 sq. ft., against 24,000 sq. 
ft. in 1931. 
> 
he numbers of visitors from abroad 
is greater than ever, many from 
America, a country which was formerly 
regarded as a leader of business equip- 
ment. 
s 
Mary of the visitors from abroad are 
delegates to the Annual Meeting of 
the International Union of the Office 


is not cudgelled to ‘come and buy”. 
He is asked—strongly advised, rather— 
to visit the exhibition, to bear in mind 
his particular business problems and 
then carefully to weigh up the possible 
application of the appliances there to 
solve them in a better way than he has 
previously been able to deal with them. 
In other words, he is advised to use 
the exhibition as a free service. The 
(Continued on page 29) 








The Right Hon. 
LORD MELCHETT 


who opened 
the Exhibition 


Appliance Trades Associations. The 
Italians are members of the Federation 
of Metallurgy and Motor Accessories 
who are coming to this country with 
the particular object of studying British 
business methods. 

>= 


ere is an example of the great 

influence that is exercised by a suc- 
cessful modern British industry, for the 
British motor trade, as acknowledged 
by its leaders, owes its progress to the 
keenest application of modern business 
systems and equipment. Nothing else 
would have enabled the manufacturers 
to secure the speedy and accurate con- 
trol necessary to inaugurate and main- 
tain the huge volume of output 


> 
AS an example at the other end of the 
scale: even the recent World 


Economic Conference—an assembly not 
noted for any quality beyond that of 
possessing a theoretical ideal—-turned to 
modern machinery to aid it in its 
ponderous deliberations. 
ES 

Eye power-driven duplicating machine 

alone turned out well over 2,000,000 
printed memoranda without a single 
hitch. This particular machine pro- 
duced a complicated document at a 
speed of 120 copies a minute. It was 
agreed that no other form of reproduc- 
tion could have given this result in the 
time or at anything like the cost. 
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MEASURE Your Office Work 
The Result May Surprise You! 


By C. H. COSTELLO, A.C.I.S., A.C.W.A. 


The Office Manager says: ‘‘! must have more staff.” 
Does the work REALLY call for an increase or is the 
manager just guessing because he is confused ? 


Here is a plan which will reveal, in cold logical 
figures, exactly how much work per unit your office 
staff is doing compared with actual full capacity 





“a must have more staff.’’ That is a 
problem the executive in these times 
has frequently to face, and must 

meet it, not by a mental valuation of in- 
dividuals but by a definitely calculated 
analysis of the work to be done. That 
is, of course, if he would attain best 
results without paying more than the 
just price for them. 


Here are the objects— 


There are four main purposes in 
measuring office work : 


ONE: To make an investigation of 
the over-all efficiency of the office side 
of a business. It is just as important 
to know why you make profits as to 
make them. Mere profits cannot, how- 
ever, form the criterion, for they may 
be due to good buying, effective selling, 
a partial monopoly, tariff protection or 
a host of other things besides the effec- 
tiveness of management. Quite often, 
in fact, the larger the profits the lower 
the standard of office work. 


TWO: To measure the effectiveness 
of some particular feature in the organ- 
ization, for the purpose of modification 
and improvement, or of a department 
to determine whether or not it is over- 
staffed. 


THREE: A means of comparing the 
efficiency of individuals is required. 
This applies especially to semi-routine 
work, such as stenography or filing. 
FOUR: Control of the work by sec- 
tions is required so that no ‘“‘bottle- 
necks” may slow down and render less 
effective the whole organization. 


Finding the Unit of 
Over-all Measurement 


Some standard unit of measurement 
is an essential—some unit scientifi- 
cally determined, recorded and made 

own. Office management covers a 
wide field, but as its purpose is to attain 
certain results, it is evident that those 
results and not the steps that go to pro- 


duce them are required to be measured. 

In many offices the order or some 
similar unit, satisfies these require- 
ments. Thus, in a sales office, a manu- 
facturing firm, or a mail order house, 
the whole office organization exists. to 
handle the various features of an order 
routine. There are, of course, subsidi- 
ary functions, such as letter-opening, 
typing and accountancy, not obviously 
linked to the order, but even they fluc- 
tuate in volume according to the num- 
ber of orders handled. 

Often the office routine for handling 
orders is complex and has phases which 
appear to have little bearing on the 
main object. The fact remains, how- 
ever, that if there were no orders, or 
very few orders coming in, these sub- 
sidiary features—accountancy, invoic- 
ing, etc., would correspondingly de- 
crease. This tends to prove the order 
as the best unit of measurement. 

The objection then arises that some 
orders are elaborate and entail much 
more than average time in the handling, 
whilst others are simple one-line affairs, 
quickly disposed of. This is dealt with 
by grading and assigning a unit value 
to each grade—thus, a one-line order 
may be graded at one-third of a unit, 
a three-line order as one unit, a six- 
line as two units. 
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The check in this plan makes it to every 
clerical worker's own advantage to re- 
cord delays, thus he or she automatically 
reveals any ‘“‘bottle-necks™ which, by dis- 
organising the flow of work, may be 
making it appear that there isan over- 
pressure of work calling for more staff 
when actually no such condition exists, it is 
only the bottle-necks that need eliminating 


O_O 


A standard time can now be set up 
for the clerical work involved in the 
handling of each unit order of, say, 
three lines. This is done by taking the 
average of a series of carefully-timed 
tests with the most efficient operator 
available, watching at the same time 
for any waste operation or movement 
that can be eliminated. 

In businesses where the order is not 
the most suitable unit, or where no 
orders are to be dealt with, some other 
unit can be found. In an insurance 
office, this might be a policy or a 
claim: in a department store, a sale: 
in a bank, the individual account, and 
so on. All special work will also be 
included and measured by this same 
unit. 

We need not abandon the order unit 
when dealing with special sections pro- 
vided we establish some relationship be- 
tween the unit and the work of that 
section. By taking the number of 
clerical minutes expended in that sec- 
tion and relating it to the volume of 
order units handled in the whole office 
we can determine at all times just how 
much a certain portion of the work is 
costing, and, if this is excessive, to con- 
sider how it may be reduced. This is 
a most valuable feature of the measure- 
ment of clerical work by units. 


i isai, A Unit to Measure 
lerical Output 7 


When we consider individual output 
on various work, however, the order 
unit becomes unwieldy because we 
have to measure this other work in 
minutes, i.e., small fractions of our 
order unit which cannot readily be co- 
ordinated. 

The method which has proved very 
reliable in practice involves the setting- 
up of a time unit, most conveniently 
taken as one hour; and of a work unit 
consisting of the standard number of 
operations performed in one hour. 
Using these two units, we measure the 
degree of efficiency as follows: 

I. One hour’s production at the stan- 
dard rate equals one work unit. 

2. The actual production divided by 
the standard will give the number of 
work units performed, which should, of 
course, have taken a specified time. 
This specified time, when compared to 
the actual time taken, therefore gives 
the efficiency factor. 

For example: 240 invoices are dealt 
with in a day’s work of 8 hours. 40 
per hour being the standard rate, this 
work should have been completed in 
6 hours, so that the factor of efficiency 
is only six-eighths, or 75%. 

(Continued on page 40) 
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Business made 


and LESS COSTLY 


By F. T. POULTON 





















review of all the exhibits at the 
| White City reveals these factors as 
prominently outstanding. The 
gpolances and systems make all busi- 
ness routine operations easier and 
smoother to execute, more accurate in 
results and therefore iafinitely less 
¿costly per unit of work than anything 
that has beer offered before. 

The exhibition is a joy to the man 
whose business is his real interest and 
-whose aim is industrial progress. 

< The new ranges of calculating 
machines are amazing. They will 
interest more men than merely the 
banker, accountant and the insurance 
expert. Used on invoices, ledgers, stock 
„sheets, etc., alone, they cut hand costs 
by three-quarters, to say nothing of 
ncreasing the speed and eliminating 





a Machines deal with amounts up to 
9,999,999 ; make 400 calculations 
-an hour and automatically lock if a mis- 
take occurs. They do more, they will 
ndicate where the mistake is. 
Where is the business man who does 
10t at some time or other need to repro- 
duce letters or other documents for cir- 
-cularization? There are duplicating 
“machines which turn out 7,000 copies 
an hour, automatically stopping when 
“the run is completed. 
= > For the mail order man there is a 
_. machine which is a whole mail order 
department on its own. It selects 
letters and enclosures, inserts them in 
‘envelopes, seals, postal-franks and 
©. delivers them in batches ready for post- 
ing! 
«There are separate postal-franking 
machines which will frank letters with 
any postage required between the 
values of one halfpenny and twenty- 
nine and elevenpence halfpenny, at one 























Every business man who is concerned 
th circularising should see the pro- 
ess that has been made since the last 





gation, of course—and, if standard - a i 


appliances do not exist to meet the 


needs, then to create special methods 
which will cope satisfactorily with such 
problems. 

With safety and confidence, there- 
fore, the business man can pack up all 
his troubles in the metaphorical kit-bag 


+ 


EASIER 


Sales managers will find new systems 
exhibited which will enable them to see 
at a glance exactly how each salesman 
is doing, without the necessity for 
laboriously checking up cards, This 
same system, which depends entirely 


upon colour, shows at a glance what 


stocks are getting low, what branches 
or departments are doing well or badly 
and so on. 

This system was invented by a naval 
officer who was suddenly called on to 
devise a system of keeping a record of 
each one of eight thousand men, so that 
an inspecting officer could see at once 
what men were on leave, what men 
were sick and what men were delin- 
quents. It can now be adapted to 
almost any business. 

Office workers will find that great 
strides have been made in labour saving 
adjustments in connection with typing 
and stationery. One of the new 
machines typewrites letters at the rate 
of 3,000 an hour; another dispenses with 
the use of carbon paper, while yet 
another is fitted with a magazine that 
automatically feeds the typewriter with 
envelopes. 

These are only a few of the innumer- 
able devices, systems and machines that 
are on view. Every recent advance in 
such branches of work as card indexing, 
filing and office furniture is being 
demonstrated, so that no one from the 
employer of 5,000 workers, to the office 
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Look at the illustration on 
page 44. Could your staff 
analyse such a mass of re- 
turned questionnaires? Yet 
the job was done, and in a 
remarkably short space of 
time. The analysis and cal- 
culating machinery which 
made this colossal task 
possible is on show at the | 





APOIA A which Lm ay 
sequently to | your T 
appointment of the xi 
Business Efficiency Exhibition 
White City. 





boy should miss the opportu sey tr 
seeing these really amazing develop. o = 
ments for making business easier and | 
more pleasant besides more accurate ă  ž 
and less costly per unit-of work. ee 
Here is an outline of tne various oe 
stands: on 


1. Tke Dictaphone Cia 
206,000 business men use the 
and the number is still i 
model exhibited this year ix 
features which make for € 
handling and minimize the - 
takes. All the mechanical ¢ 
from dust. The new Dict 
the last word in such app 
announcement on page f 

2. The British T. ‘abulati ag Ms 
Lid.—The ‘“Hollerith”’ 
lating and sorting 



































Cash oo pen TN 
billing, and accounting ù 
every type of business. 
for hotel accounts. : 
4 and qa. Addressa 
Lid. Addressing az 
machine for all purpose | 
lith’’ is a new and improved 
office litho machine. See a 
on page 30. 
5. Powers-Samas Acconniin 
Lid.—Machines constructed i 
the sorting and tabulating of 
municipal records of every & 
men can gauge the ca 
machines from the fact tis 
for the national census. T 
a special battery of acco 
tical machines for the emailer a: 
size business. ok 
6. Elams Duplicator Co., Lid se 
quite new models are exhibited ty - 
firm. The single-lever control starts 
mechanism and gradually increases the oo o 
printing speed from 60 fo rro copies per ra 
minute. A device which makes possible l : 
printing in two or more colours: Boe 
exhibited. Duplicators ranging from gge ooo 
to 85 guineas are on show, one ol the ea) RA 
complete ranges of their kind. “See ae 
announcement on page 24. CE EE 
a Thomas A. Edison, Lido “Lhe 
executive ‘‘Ediphone’’ method of 
with correspondence should L 
by every business man. | 
cylinders, which ensure d 
loss, are worthy of attention 
are many other atractive feat 
this method yourself on the si 
also anouncement on page 20. 
8, 9, & 10. Burroughs 
Lid. Rita aera are 


srencnientt 
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Electricity Undertakings, has been intro- 
duced. orked either by hand or by 


electricity. Examine also the writer- 
accounting machine and the small but 
wonderfully versatile electric desk calcula- 
tor. 

11. International Time Recording Co., 
Ltd.—Every type of Time Recorder is 
here. Numerous hitherto unsuspected uses 
for these machines are suggested. The 
“International Recordolock’’ is a new 
device for controlling the locking of doors. 
Illuminated electric clocks for advertise- 
ment purposes are exhibited, and provide 
new ideas for publicity. 

12. Kaye's Rotaprint Agency, Ltd.—An 
offset lithographic printing and duplicating 
machine. The use of a flexible metal sheet 
on to which typewriting and drawing are 
possible obviates the necessity for blocks, 
typesetting and stencils. Very simple to 
operate. This stand will give you a new 
conception of what can be done in the 
way of office printing. See also announce- 
ment on page 38. 

14. Addressall Machine Co.—A wide 
range of Addressall machines, using the 
“Indexograph”’ index and stencil com- 
bined. There are models for use in every 
type of business. No business man 
engaged in regular bulk mailings should 
miss this stand. See also announcement 
on page 36. 

15. The Reliance Telephone Co., Ltd.— 
Telephone systems designed to provide eff- 
cient interdepartmental communication in 
large buildings are exhibited. The 
*““Reliance-Gec Broadcast Call System’ is 
available for organizations in which it is 
necessary to issue instructions to all 
departments, or to locate a person rapidly, 
in whatever part of the premises he may 
be. The larger the organization, the 
greater is the use of this system. 

16. G. A. Harvey & Co. (London) Ltd, 
—Non-combustible office furniture and fit- 
tings of every sort. Hygienic, and proof 
against rot, damp, and vermin. 

17, 17a, and 18. Block and Anderson, 
Lid. — ‘‘Ormig’’ rotary reproducing 
machines are among the best-known office 
printing machines. A book-keeping 
machine and the ‘‘Ormig’’ Simplex for the 
automatic preparation of Pay Slips, Fac- 

Tags, etc., are on show. The range 
of Mail Room equipment on Stand 17, is 
all-embracing. The ‘‘Archimedes’’ and 
“Brunsviga’’ calculators are exhibited on 
Stand 18, and a new portable ‘'Brunsviga’”’ 
is also exhibited. “Victor” adding 
machines including an electrical portable 
model are on the same stand. One of the 
most interesting stands in the Show. 

19, 20 and 21. The Copeland-Chatterton 
Co., Ltd,—Fine examples of modern deve- 
lopments in loose-leaf ledgers and visible 
index equipment are given prominence on 
this stand. The Cope-Chat Fire File and 
Safe Cabinet is used by some of the largest 
oy bodies in the United Kingdom. 

is fire-resisting equipment is world 
famous. 


22. Dictograph Telephones, Ltd,—A 
time-saving House te ee telephone 
system, which should be closely studied by 
all executives. The Master Station for the 
use of principals insures instant com- 
munication with the department called. 
Another feature is the automatic sub- 
station which can be used in connection 
with the automatic switchboard and the 
Master Station when the installation covers 
a large area. 

23. Osda, Ltd. — Office desks, the 
“‘Secrytype’’ drop-action typist’s desk is 
a particularly attractive piece of equip- 
ment. Steel office furniture is also 
exhibited. Osda equipment has been 
installed by six banks, three of the largest 
motor firms, and several national news- 
paper offices. The prices of this equipment 
will appeal to every business man. See 
also anouncement on page 43. 

24, 24a, 24b, and 69. Underwood Elliott 
Fisher, Ltd.—The full range of Underwood 
typewriters and Billing and Accounting 
Machines is shown. The Elliott Fisher 
Writing and Accounting Machine can 
write in a bound book. ‘“‘Sundstrand’’ 
Adding, Statement, and Accounting 
Machines are designed primarily to insure 
simplicity of operation. Complete visi- 
bility is an important feature. 

25. Egry, Ltd.—Continuous stationery 
eliminates loss of time in interleaving car- 
bon sheets by hand. ‘‘Speed-feed’’ type- 
writer attachment enables a typewriter 
to be used as a billing machine at will. 
Egry cash register is also exhibited. See 
also announcement on page 4. 

26 and 66. Roneo, Ltd.—Duplicating 
machines, addressing machines, the Roneo 
letter copier, steel office furniture, and the 
‘‘Roneodex’’ visible record system are 
shown. The ‘‘Flexa’’ filing system pro- 
vides for quick and accurate filing. 

27. Bar-Lock (1925) Co.—Typewriters, 
both portable and standard, are shown. 
Also a continuous stationery device. A 
range of steel office furniture is also on 
view. All British made. See also anounce- 
ment on page 35. 

28. Adrema, Ltd. — Addressing and 
duplicating machine capable of producing 
2,500 copies per hour of a letter. The 
Optional Selector Machine is an electrically 
operated aid for firms with large classified 
mailing lists. 

29. The Lion Co., Ltd.—Typewriter rib- 
bons, carbons, and duplicator supplies. 
Lion Rotary Duplicator self feeds post- 
cards and foolscap sheets. Capable of 
attaining a high speed. 

30. Library Bureau, Ltd.—Fire-proof 
office furniture guaranteed to preserve the 
contents intact when the exterior is heated 
to a temperature of 1,800 degrees. Safe- 
cabinets, Safe-files, and Safe-ledger trays 
are important exhibits. ‘‘Kardex’’, on 
Stand 30a, provides a highly-efficient 
system of management, Exploits the pos- 
sibilities of visible records. See also 
announcement on back cover. 

31. Remington Typewriter Co., Ltd.— 
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Remington Adding and Accounting 
Machines. The Cross-Balancing Machine 
designed to meet the requirements of the 
small business. Can be operated manually 
or by electricity. Dalton Adding Machine 
with twelve numeral keys, is very simple 
to use. Portable and electric models. 

32. National Loose Leaf Co., Lid.— 
Loose-leaf ledgers and ‘‘National’’ visible 
records. 

33 and 60. D. Gestetner, Ltd.—Manual 
and electric duplicating machines with self- 
adjusting grip to suit various thicknesses 
of paper. Automatically stop when the 
required number of copies is printed. 
Speed can be regulated to suit all types 
of production. 

34. Carter-Parratt, Ltd. — “Bizada” 
visible card-index system for use in every 
sort of business book-keeping. The signal- 
ling system used with ‘‘Bizada’’ is worthy 
of note, it is clearly demonstrated on the 
Stand. See also announcement on page 33. 

35. London Letter File Co., Ltd.— 
Filing equipment. The Tenet Patent 
Permanent Binding Machine binds loose 
leaves into permanent book form without 
the use of tools. Numerous small articles 
for use on an office desk are exhibited. 

36. Royal Typewriters.—The standard 
model shows several improvements. The 
portable features the ‘‘Duo-case’’ which is 
both a dispatch-case and a case for the 
machine. 

37. The Tan-Sad Chair Co. (1931), Ltd. 
—Office chairs of every sort with adjust- 
able backs which minimize physical fatigue 
by promoting a correct posture, thereby 
increasing efficiency. This equipment is 
one of the most important in business. 
Experts are there to explain it. 

38. Cosmos Typewriter Co., Ltd.— 
Standard and portable ‘‘Olympia’’ models 
built on an aluminium frame to ensure 
lightness with strength. The ‘‘Olympia"’ 
Invoicing Machine is designed for use with 
continuous stationery. A new vertical 
tabulator is also fitted. 

39. The Merkham Trading Co., Ltd.— 
‘‘Monroe’’ Calculating Machines can pro- 
duce answers faster than the figures could 
be legibly written on paper, and there is 
an automatic check each time a total is 
required. Operated by hand or electricity. 

40. Acco Co., Ltd.—Binding devices 
for the safe custody of papers, the ‘‘Acco’’ 
folder for filing, and the “‘Acco’’ cover, a 
binding device of unlimited capacity. i 

41. H. M. Rose & Co.—Equipment for 
all forms of typewriters and billing and 
accounting machines. 

42. “‘Steeletta’’ Box-file Co.—All-steel 
box-files, filing cabinets, cupboards, and 
shelving, covered with stove enamel which 
will not crack or chip. 

45 and 46. Moore's Modern Methods, 
Ltd.—''Nimblex” visible loose-leaf book 
makes record-keeping simple. The ‘‘Flat- 
lie’’ Index sheets provide a flat writing sur- 
face. Do not miss these many short cuts 


to quicker and better work. 
47 and 48. 


Universal Postal Frankers, 





_ se 
fa 
Ale r 


ae 
Heep mns, 


a cw 
"i Y'a g 








is Kalamaz 


Model M underwent 
a SHOCK TEST with 
a 9-lb, hardwood 
block —~ all corners 
and angles — In a 
4° 8° wine-barrel. 
After 200 revolu- 
tions In constant, 
crashing contact, It 
emerged scath- 
lass. 
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is Mie incredibly low in price 


The binder Modern Business wants 


has been produced by— 
—abandoning conventional design 
—using a wonderful new alloy— 
strong as steel, yet 30% lighter than aluminium. 


INDESTRUCTIBLE—-The new Kalamazoo Model M 
has undergone devastating tests—double the usual— 
and it hasn't * turned a hair.” These tests wrecked 
Model A Pigskin, hitherto the strongest binder 
made. 

LOW-PRICED—The design of the engineer, not of 
the book-binder, Model M represents a big jump— 
out of complication into simplicity, with consequent 
ease and speed of production and corresponding 
decrease In labour cost. 


In wear, in price, Model M is an unrivalled economy. 


Kalamazoo Ltd 


tPrepriators Morianed à trnpey, Ltd} 


Head Office and Factory: 
NORTHFIELD, BIRMINGHAM. 
London Offices : 40, Grosvenor Place, S W.1, 
Branches in all leading Provincial Cites. 


Short Specificatlon—Kalamazoo unbreakable 
mechanism; perfect thong equalisation ; panel 
design gives compactness with maximum torsional 
resistance and allows for easy handling ; great tensile 
strength; high fatigue factor; unique knuckle-hinge ; 
Impervious to corrosion ; rubber cushions ensure 
non-marking of desk. 


Another Economy! 


Over 14000 new stock sheets 
We have transferred over 1,000 " special " 
rulings to the stock sheet list with con- 
sequent lower prices and despatch in 
three days. These inexpensive 













tell us all 
about — 


W The new 
Kalamazoo Binder 
{Model M). 


























accounting purposes and 
hundreds of special pur- 
poses in 50 trades 
and professions. 





(3 The new Kalamazoo 
Stock Sheets. 


(Cross out (1) or (2) UH both 
not wanted.) 
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Visit our Stand (No. 68) at the BUSINESS EFFICIENCY EXHIBITION, 


White City. 


SEPT. 26—OCT. 6, OPEN 2 to 10 p.m. DAILY. 


Phone: SHEPHERDS BUSH 3785 


Ca) 
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Lid —‘‘Universal’’ and ‘‘Pitney-~Bowes’’ 
machines seal, frank, and postmark up to 
15,000 letters per hour. Manually or elec- 
trically operated. The ‘““Midget'’ machine 
is designed to deal with the mails in 
smaller businesses. 

51. Leabank Manufacturing Co., Lid.— 
Steel-framed office chairs with adjustable 
height and back, designed to ensure the 
maximum of comfort for workers both in 
offices and factories. 

52 Gilbert Wood (Arithmetical) 
Machines, Lid.—A large range of calculat- 
ing machines, both electrically and hand 
operated A complete service-after-pur- 
chase system is given. Expert advice is 
freely given on all business problems 
involving calculations. 

53 and 65 Lamson Paragon Supply Co., 
Lid.—Speed stationery which eliminates 
the assembly of carbons by hand, for bill- 
ing machines, typewriters. The ‘‘Paragon’’ 
register which automatically makes a copy 
of whatever is written, places another 
sheet in position for writing after the first 
has been removed, and files yet another for 
reference 

54. Bhek Tyme Recorders, Ltd —Time 
recorders which cover every problem of 
time control. The Job Costing Clock is 
Ea and easil 7 adaptable. 

Carbon Paper are tn Co., Ltd.— 
elon’ carbons and ribbons for use 
with every sort of machine which requires 


them. ‘“‘Clecarbo"’ stencils are not injured 
by use with a dirty iter. 
56. C. W. Cave & Co., Litd.—'‘Su-tall’’ 


office furniture. The i Daaltop” execu- 
tive's desk has two tops, one of which can 
be lowered and a second writing surface 
put in its place without disturbing any of 
the papers on the first top. Operated by 
a lever Steel filing cabinets, stools and 
chairs. The ‘‘Cavedex’’ indexing system 
makes possible the attachment of several 
cards to one holder. See also announce- 
ment on page 2. 

57 Impenal Typewriter Co., Ltd —The 
standard model is a highly-efficient British- 
built machine. The ‘Imperial Good Com- 
panion’’, the portable model, is mechanic- 
ally a miniature reproduction of the 
standard model See also announcement 


on page 5. 





SAMUEL BUTLER 


Foresaw the Mechanised Office 
when he wrote, in the last century:— 


“Wherever precision is re- 
quired, man flies to the 
machine at once as far 
preferable to himself. The 
machine Is brisk and active 
when man is weary; it is 
clear- headed and collected 
when man is stupid and dull” 


58. Halsby & Co., Ltd.—‘‘Protecto- 
graph’’ cheque-writer imprints the actual 
amount in words in acid-proof, indelible 
ink, making it unalterable. 

59 Fanfold, Ltd.—‘‘Speedoform’’ con- 
tinuous stationery for use on ordinary 

pewniters and billing machines. ‘Fan- 
fold’’ registers for use when a control-copy 
of hand-written records 1s required. Watch 
the demonstrations to get an idea of the 
speed and convenience. See also announce- 
ment on page 23. 

G. H. Gledhill & Sons, Lid.—Cash 


6r. 
registers offering long service, each 
designed for a particular purpose. 
Examine the range. 

61a and 6rb. Gledhill-Brook Time 
Recorders, Ltd-—-Time and signature 
recorders. The ‘‘Facsimo’’ office reproduc- 
ing machine gives facsimile reproductions. 
In threa models. any documents 


Ar 
up to five colours emonstrations are 


being piven; See also announcement on 
page 38. 
62. The Hayward Co. — "Eliott 


addressing machines. A stencil which 1s 
prepared on a typewriter is used. Stencil 
13 completely visible throughout the 
addressing process. 
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THIS MAILING LIST PLAN 


Cuts Sales 


t is a well-known fact that 20 per cent 
f of the units of any market comprise 
80 per cent of the purchasing power. 
But how can the manufacturer get at 
this vital 20 per cent—the ‘‘cream’’ of 
the list—without unprofitably spending 
valuable time and money on the other 
80 per cent? 


There are several ways of doing it: 
by mail and by personal call. The 
latter is the better way, but both are 
lengthy, laborious and expensive pro- 
cesses. 


One large engineering firm manufac- 
turing and selling power plant equip- 
ment got very near to securing a 

“‘cream’’ prospect list, as contrasted 
with securing the usual list of inquiries 


Costs 50% 


after catalogues, etc., which is merely a 
“‘suspect’’ list. 

For years the frm had endeavoured 
to make up, from advertisements soli- 
citing inquines and offering catalogues, 
a first-class prospect list, but the inevit- 
able result had been only the ‘‘suspect’’ 
list, with a low percentage of real pros- 
pects thrown in. 


Under a new plan, however, the firm 
engaged a well-known authority to 
write a series of attractive technical 
articles on economics in power produc- 
tion. The first of these was mailed to 
20,000 of the largest power plant users 
in the country, with a covering letter 
offering the rest of the series on receipt 
of a filled-in card enclosed 


BUSINESS FOR OCTOBER, 1933 


63 K. H. Michaelis & Co., Lid.— 
“Roto? and ‘‘Speedo’’ duplicators, 
worked either manually or by electricity 
Copies can be run off at about 90 to 100 
per minute. The ‘‘Speedo’’ model is port- 
able. 

64. L C. Smth and Corona Type- 
writers, Lid.—The L. C. Smith standard 
model has an optional right- or left-hand 
carriage return. The ‘‘Corona’’ portable 
model has the famous ‘‘Floating Smith 
Shift’’, and the ‘‘Piano Key Action’. A 
range of “‘Marchant’’ calculators, a par- 
ticularly neat type and enormous range of 
work, for the use of the business man 
and of municipal corporations is also 
exhibited on Stand 64a. See also 
announcements on pages 36 and 42. 

67. The Muldivo Calculating Machine 
Co,. Ltd.—The star exhibit is the ‘‘Mul- 


” divo” Super-Automatic electric calculat- 


ing machine. The ‘‘Barrett’’ Adding 
Machine is a portable desk model, operated 
by hand or electricity. 

68. Kalamazoo, Lid.— British made 
loose-leaf books for every purpose. The 
visible strip index allows for 9,000 items, 
220 being visible at one time when the 
book is open Demonstrations being given 
to show the wide range of action and sim- 
plicity of these systems. _ See also anounce- 
ment on page 31. 

70 and 71. Felt & Tarrant, Lid—The 
Controlled key ‘‘Comptometer’’ calculating 
machine works like a typewriter. A unique 
offer is made of a free day’s use in your 
own office of this machine so that you can 


- see how it will cope with your own prob- 


lems. 

72. J. B. Brooks & Co., Lid.—‘Ever- 
teut” steel office equipment; stationery 
cupboards, desks, tables, letter-trays and 
waste-paper boxes A range of tubular 
furniture, hght and easy to move, for use 
in reception offices and board-rooms, 1s also 
exhibited 

73. Roneo-Neopost, Lid.—‘‘Neopost”’ 
Franking Machine and Insurance Machine. 
Sanctioned by the Postal Authorities and 
the Ministries of Health and Labour. The 
Insurance Machine can frank cards at the 


tate of 600 hour, and an exact check 
of the num and cost is kept auto- 
matically. 


This card bore three questions, the 
exact information the manufacturer 
wished to secure. They were: 1, Type 
and size of power plant in use; 2, The 
nature of the work; 3, The name of the 
executive engineer with full responsi- 
bility. 

The mailing shot was repeated to 
non-repliers with the second article 
enclosed. Replies came in in excellent 
volume, and from the 20,000 main list 
the manufacturer secured nearly 5,000 
genuinely-interested prospects who were 
real prospects, and into the bargain he 
secured as much technical information 
about the various existing plants as he 
could have obtained only fom a long 
and expensive personal canvass. 

All this, including the name of the 
responsible buyer or executive in each 
case, was first-rate, concrete data for 
the sales staff to work on. It saved 
their time and the firm’s money in 
chasing idle inquiries. The plan gave 
this engineering firm a record year’s 
business and cut the cost per unit of 
sale by something like 55 per cent. 
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4. D. C. Mackay 
Principal. 


Commerce, industry, Accountancy, Secretaryship, Shipping, 


Public Services, Banking, insurance and Civil Service. 


BRITAIN’S GREAT HIGHWAY 
-TO SUCCESSFUL CAREERS 


‘Not just a few, but literally thou- 
sands of School of Accountancy 
students have risen from the 
“ranks to important, well-paid 
‘positions in Commerce, Industry, Banking, In- 
-gutance and Public Services at salaries ranging 
from £350 to £2,000 a year. They have achieved 


“their successes as a definite and direct result of 


“School of Accountancy Postal Training. Not 
only have these men and women, most of them 
of average intelligence and education, multi- 
plied their salaries; they have also made 


> “their futures secure. 


if you will make an effort, by 
training at home in your spare 
time to quallfy for a repons 
tible position, The School of 
Accountancy will stand by 


you until you succeed. 
3. D. C. Mackay. 


THE PROSPECTS FOR 
TRAINED MEN WERE NEVER 


BETTER The need for a higher 
standard of ability and ad- 
ministration in Commerce and 
Industry is creating greater 
opportunities than ever for trained men and 
women who can apply more efficient methods 
of working and organising. Whilst the pros- 
pects of the untrained tend definitely to 
deteriorate, the prospects were never better 
for those who have the courage and enterprise 
to fall into step with the new conditions of 
business and to qualify, in their spare time, 
for higher-paid positions. 


Many great Business Leaders strongly advise School of Accountancy training as the surest 


EJ Civil Service Careers—Ask for 
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An. Ericsson Telephone on your 


AE your finger tips — directors, 
Steretary, accounts, warehouse. 


; icar speaking, eficient, fool- 
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Our new instrument (iH) wit 
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RE on features is now in 
| production. 

“| Write to-day for quotations and 
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Special Civil Service Guide. my A 
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and quickest method by which ambitious men and women can achieve successful careers, 
ET © Write to-day for the free 480 










page Guide to Careers. 





Shell Johannesburg 


House, 


2a. Worrs OFFICE, 


316-323 Abbey 


Come and see “BIZADA” demonstrated on STAND 
No. 34, Business Efficiency Exhibition, White City, — 
London. 26th September — 6th October, 2 —-~ 10 pan, 
Ask to see how the various departments of your business. 
can be helped by using Visible Equipment. er 


Better control of Stock. 
signals will indicate lines which are short stocked and am orden > 
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cial and Werke Mi H 
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to management D a 
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SUCCESSES 
The School surpassed every otes College 
inthe Accountancy and Seeron al Beam > 
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Inspector of Tages, 
Executive 
Office, Writing AL 

Age limits 14 to 34. 












1. SALES DEPARTMENT. Customers who are not ordeding — 
shewn up month by month. tats 


Coloured 


3. LEDGER SECTION. Visible Equipment provides a ao”, 
quicker posting medium, insures speedier despatch of giete- 
ments and shews overdue accounts at a glance. | 


CARTER -PARRATT 
House, VICT 
SWa 
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CANTOU USE FRESE GaS, 





Designed to defeat bag-snatchers this carrying case 
for cash or other valuables automatically sounds its 
own alarm the moment it is taken from the rightful 
owner's hand. The alarm is an electric syren with 
a penetrating, distinctive note which continues for 
five hours if not stopped. To unlock the bag with 
the proper key is the only way to stop the syren. 
in the office the bag can be used as a safe for, when 
set, any unauthorized movement of the bag starts 
the alarm. A thief cannot forestall the alarm as 
there are no external wires or contacts which he 
can destroy, and he certainly could not carry 
it far with the syren continuously shrieking. 
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NEW APPLIANCES 2 


Left: One of the most modern developments 
in electric desk lamps. The spherical globe 
emits shadowless lighting, the direction and 
extent of which can be governed by tilting tc 
the required angle the silvered parabola 
Appearance as well as utility have been care. 
fully studied in the production of these 
pieces of equipment.—courtesy ; Heal & Son, Lia 





Above: Another design of desk light on the 
principle of the one described above 
The “umbrella” hemisphere at the top 
is adjustable to throw the _ shadowless 
lighting in any direction. While shielding 
the user's eyes it is claimed that the 
lamp lights a larger down-area than any 
other of its kind.—Courlesy; Heal & Son, Lis 


Left: This remarkable machine is not only 
a high-grade duplicator, using metal plates 
instead of stencils, but it will simultaneously 
reproduce typewriting, handwriting, draw 
ings, tracings, etc., which can be made direct 
on to the plate. The machine will alsc 
produce high quality lithographic printing 
(offset principle) without a skilled operator. 
Supplied with the copy the makers will 
provide any user, within 24 hours, with 
the photographic plate necessary to start 
the run. Speed of operation is 3,000 to 
5,000 copies an hour. Cost of plates is 
very low, and they can be re-used several 
times. Any grade of paper can be employed 





















“ARE THE- ESSENTIAL FACTS 
“OF YOUR BUSINESS READILY 
ACCESSIBLE ? 

“SELDEX”” WILL PRODUCE 
THESE FACTS QUICKLY, 
SURELY & ACCURATELY 


“SELDEX” WILL 
CUT YOUR COSTS 
REDUCE YOUR 
STOCKS, INCREASE 
YOUR SALES AND 
SPEED UP YOUR 
COLLECTION OF 
ACCOUNTS 


BEFORE INSTALLING VISIBLE RECORD- 

ING EQUIPMENT INVESTIGATE FULLY 

THE ADVANTAGES OF “SELDEX” 
THEY ARE MANY 


“SELDEX” covers every known method of visible record- 
ing and has earned for itself a lasting reputation for its 
Service to the cause of scientific business management 
and control. 



















THERENS A“SELDEX’* 
EQUIPMENT FOR 
EVERY NEED 































MADE IN ENGLAND 










Write for full particulars to :— 


INFALLIBLE CARD SELECTING Co. Ltd. 
 “SELDEX” Works, Hazelweil Lane 
Stirchley, BIRMINGHAM 





Kings Norton 1618 




















Does this represent 
YOU? Every Busi- 
ness man should be 
a FREE man. 


it is cheaper to buy than 
fo pay rent to someone 
else | 


There are many bargains 
in houses to-day and loans 
cost less than ever. A 
cheap, generous advance 
from the C.E.B.S. on any 
house in London or 
Home Counties makes 
you a House Owner. 
Fixed repayments (which 
may be no more than the 
money you now waste in 





Phone (Mansion House 5927) or write for rent) for a few years and 
y descriptive bookle: No, 180, post free from th “all clear.” T 

; C. M. Wightman, Secreiary. GET IT en alt ciear, 9 

AND THINK IT OVER. ensure no regrets-— 


DO NOT OVERLOOK THE 


_ CHURCH ./ ENGLAND 


TEMPERANCE & GENERAL PERMANENT 


BUILDING SOCIETY 


26 KING WILLIAM STREET, LONDON, E.C.4 





| The C.E.B.S. has 48 years’ sound reputation, _ 





TYPEWRITERS 


meet the urgent demands of 
to-day for the utmost speed and 


EFFICIENCY 


Demonstrated at 
STAND 27 
BUSINESS EFFICIENCY 
EXHIBITION, White City 


Models 18 & 18a for all type 














MADE : 
IN writing and book-keeping 
ENGLAND purposes, with features ex. 


clusive to the Bar-Lock. 
ALSO THE 
BAR-LET PORTABLE 
complete with | 
TRAVELLING CAS 
e 
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BOOK FREE. 
The “ Guide to 
Careers.” is nota 
booklet but a handsome 
volume of 136 pages, whic’ 
Peper and bageard k a vividly 
interesting way with : ; oe ; 

}, The piecsdcnal eri of the Sec. baye Mone roti ae a ; 


retarial and Accountancy professions- | Speciatead Postg Bay: 
the prospects therein. a: Trainor in Senet By 


2. The Examinations of the several Acoauntaney, Law ged Comers. take: & 
professional Accountancy and Secretarial s 8 in pare tugs, o 
Societies, the Institute of Cost and Works y Be ne Pad y pur ows pure ons thee 
Accountants, etc, g [s KE io Garages 

3. Professional Preliminary examin- entrant, Acoounkeney, Law scat Chimera: 
ations, Matric,, Bar, Londen University Migiy Sem coda. 


Degrees, etc. COUPUN-—POSsT penne 


How to enter for these examin» À 
h s ; Fiease semi me # TORY ot iha Sates i x 
ations =- syubië m fh men BRED DEIONE F FEUER S 

tions subjects ees p y fos Te Ax RRS a a 


ete. College epage GU TEL cae 

5. The best method of study: special. #Cretaryebip, Accoupmiatyy whe ig Aans 
ised postal training, taken at home in bal noni charge or obligation, 
spare time specimen study notes. ‘ 

& Practical  fnon-examination) 
Courses in all Secretarial, Accountancy, 
and Commercial + abjects. 

3%. The work of the College-—figores f 
showing how its weg ce! Stiocesses 
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ELECTRIC 
CLEARANCE 


The Marchant will speed up your clerical work, 
-reduce your costs and eliminate expensive mistakes. 
Guaranteed in every respect far one year. A demon- 
ration and trial will cost you nothing. 
MARCHANT DIVISION 
TH and CORONA TYPEWRITERS LTD. 
rne House, Aldwych, W.C.2 








rica TEMPLE BAR 2531 









)DRESSALL 


(Pronounced ADDRESSAWL) 


| A modern improvement in 
mechanical addressing meth- 
ods combined with an up-to- 
date filing & recording system. 


IT WILL... 

INCREASE YOUR SALES 
REDUCE YOUR COSTS & 
ENSURE [00% ACCURACY 


throughout your whole organization. 


“MACHINE COMPANY 







CHANCERY 8481 AND 8626000 °° 









6, HIGH HOLBORN, w.c 





s far as official statistics go and the. 


season has opened quite as well as 
we expected and forecasted last month. 
The trend is steadily upwards and there 
is no longer the tendency to fall back a 
little after each upward step as there 
was a few months ago. Business and 
industry are climbing with a sureness 
and steadiness which is a proof in itself 
of the sound basis on which the return 
to better times is established. 
Unemployment decreased again, and 
in August of all months. The total 
number of unemployed in Great Britain 
is now 2,411,137. This is 31,038 less 
than in July and 448,691 less than the 
same month a year ago. The percentage 
of insured workpeople unemployed is 
now 19.2, the lowest since 1930. 
Employment, too, is better, showing 
an increase of 57,000 on the previous 





he month and 648,000 on August, 1932. 
general “feel” of business the new - i 






The improvement continued in iron and 
steel manufacture, general engineering, _ 
shipbuilding and ship-repairing, elec- 
trical apparatus manufacture, the — 
woollen and hosiery industries, and in - 
the shipping, hotel, and boarding-house _ 
services. There was also a welcome | 
improvement in coal-mining, and the 
building industry picked up again after 
the holidays. The only industries to _ 
show a decline were tailoring, and boots 
and shoes, and a very slight set-back- 
occurred in the pottery industry... 


Exports Steady 

Rise eee 

poor and exports both rose in 
roughly the same proportion. © The: 

imports figure of {56,754,458 showing- 

an increase of three million on July and _ 
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LONDON DISTRICT: Prospects for the 

winter appear bright. Trade has been well 

maintained throughout the holiday season 

and improvements are reported in practi- 

ard every industry. General trade is 
risk. 


EASTERN AND SOUTH-EASTERN DIS- 
TRICT: The harvest has been a good one 
and, owing to the assured price for wheat, 
reage has been increased. Values of 


light fluctuation in fish prices. Th 
little. change in the general 
“position: ees 





THE SITUATION THIS MONTH 





e remain low, and there has also been in the prices of flax and ya 
‘ices. There industry is also quiet, but 





















MIDLAND DISTRICT: The iron 
outlook for the winter is bright and th 
ig much greater activity in most branch 
of engineering. The electrical industr 
holds its own and motor-cars and cycle 
continue to reach new records. Ther 
a pleasing improvement in the hardwa 
industry, and it is an exceptionally gooi 
sign that jewellery and silver are m 
demand. a 











WEST AND SOUTH-WEST DISTRIC 
Timber prices continue firm. The leath 
market now seems far more stabilized th 
hitherto and the same applies to grain. 
The clothing industry continues brisk witl 
prices still advancing. In Wales the 
no improvement to record as yet... Co 
and shipping both continue in a poor wa 








NORTHERN DISTRICT: More or less a © 
standstill month, there being no bigger | 
demand for piece goods or yarns: En- | 
gineering remains fairly steady and there 
is a slightly increased demand for timber. _ 
The cotton market is still nervous, but, _ 
if anything, the industry shows a slight _ 
improvement, although the outlook re- 
mains uncertain. erties 


NORTH-EASTERN DISTRICT: Coal is 
generally unchanged, although the posi- _ 
tion is better than twelve months ago. ~ 
Shipbuilding and freights are quiet. There — 
is a slight improvement in general trade. __ 


SCOTLAND: Coal production is. below _ 
normal, but iron and steel shows some. 
improvement. There is little activity in 
shipbuilding, but the grain and potato — 
markets continue fairly active. General _ 
trade improves, fetes Mi ndai et 


IRELAND: Farming shows some sli 
improvement, but there has beel 
in the prices of flax and yarn. 
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Business Indices— 


‘Steady Improvement’ 


COMMODITY PRICES 
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UNEMPLOYMENT-DOW 


Percentage of Insured Persons u 


1932 ~ 1933 





nemployed 


three and a half million on the same 
month a year ago. Total exports stood 
at £35,297,184; an increase of just over 
a million on July and- three and a 
quarter million on August, 1932. Our 
total exports have now shown a steady 
rise for the last three months, whereas 
last year they dropped every month 
from April to September. 


The heavy imports of raw materials 
which are recorded is a good sign, point- 
ing at increased internal ‘manufacturing 
activity. 


The average level of wholesale prices | 


at the end of August was 1.6 per cent 
higher than at the end of the previous 
month and 3.6 per cent higher than 
last year. The rise of. 6.1 per cent 
in food prices was partly accounted 
for by seasonal increases. The index 
figure for industrial materials was 0.8 
per cent lower than in July, but 4 8 
per cent higher than in August, 1932. 
Other textiles was the only group 
to show an increase; iron and steel re- 
mained unchanged, but cotton showed 
a decline. 


The cost of living rose from 139 1n 
July to 14x in August, the same figure 
at which it stood a year ago. 

Both the total bankers’ clearings and 
provincial clearings showed a decrease 
on the previous month and the previous 
year, and this would appear to indicate, 
in view of the general improvement in 
most other figures and indices, that 
business is generally more settled. Less 
capital is required to be called into 
play: in other words, finance is easier. 


Shipping and Coal 
Revtitalised 


Or of the brightest signs of the 

month has been the improvement 
in shipbuilding. Contracts running into 
millions of pounds were placed during 
August and many yards which have 
been idle for months are now active 
again. The percentage of unemploy- 
ment in this industry has actually 
dropped nearly eight per cent during 
the last few weeks. 


Another staple industry, coal, has 
started its new season with every pro- 
mise of doing better than for several 
years. Steps are being taken by the 
mine-owners and the coal merchants for 
re-popularizing the use of coal some- 
what along the lines suggested in these 
columns six months ago. A revitalized 
coal industry will mean a great deal to 
general trade recovery. 


The younger industries continue to 
progress. Motor-car manufacturers 
make fresh records only to break them, 
and the wireless industry has bsoken 
into sudden and active life. 


Dozens of new companies are being 
registered in every trade and industry, 
and firms of long standing are under- 
taking developments they have been 
contemplating for years. All the signs, 
in fact, show that confidence is increas- 
ing rapidly and with it the well-being 
of British business. 
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AVE YOU NOTICED how 


well some coats ft? Giving 
the wearer that unmistakable stamp 
of being well dressed. 


Why not buy your coat from Tailors 
who specialise in overcoats which 
are absolutely correct for any 
occasion ? 


Ready for Service 
I Gas. 
from EF ns 


or made to order 
sen mE nett 


STUDD & MILLINGTON 


5I Conduit Street 
Bond Street, W. 


67-69, Chancery Lane, LONDON 





ANOTHER ANGLE ON 








ROTAPRINTING an your Prof ts Me Yourself ! 


Consider the effect of an efficient printing machine installed 
in your office. A machine sufficiently versatile to handle all the 
different kinds of printed matter you require. All your office 
forms, your ledger sheets, catalogues and price lists, special 
offers, circulars and sales promotion matter. 


Rotaprint as a machine is unique in printing without type, 
blocks or stencils by a process new, simple and inexpensive. 
You save on the average 50%, of your printing bill. Printing, 
moreover, exactly as you plan, delivering any quantities, large 
or small right up to the minute. i 


For convincing proof, tell uz your printing needs. Then have a demon- 
stration—without obligation, of course—and see for yourself how Rotaprint 
meets them. 

Write or 'Phone to-day to: 


Kaye’s ROTAPRINT J Agency, Ltd. 


CECIL HOUSE, s7a*HOLBORN VIADUCT, LONDON, E.C.x1. 
Also at: CENTRAL ‘x300 (3 Hnes) 


BIRMINGHAM, BRISTOL, CARDIFF, EDINBURGH, GLASGOW, LEEDS, 
MANCHESTER, NEWCASTLE-ON-TYNE, NOTTINGHAM AND SHEFFIELD 





PERHAPS YOU DON’T SEE THIS 7 


10 minutes lost each morning mounts up considerably—cut it 
out! Modern business has no room for unpunctuality—lost 
time reflects immediately on your profit. Encourage good 
time-keeping without causing resentment. The efficient 
members of your staff will welcome the G.B. for its fairness 
and impartiality. Models for the smallest office or the 
largest works. It’s an economy to instal the G.B. System. 


Gledhill-Brook 


TIME RECORDERS LIMITED 
38 EMPIRE WORKS -- HUDDERSFIELD 
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This 
FACTORY BUDGET PLAN 


(Continued from page 13) 


Other items, like depreciation, insur- 
ance, and taxes are practically fixed 
regardless of any definite volume of 
production. 

Large responsibility but great lati- 
tude are given each factory manager. 
He is looked to to get results from the 
plant over which he has supervision. 
It is much as if he were running an in- 
dependent factory which he himself 
owned. He is expected to deliver his 
plant’s proportion of the profit that the 
company should make. Incidentally, 
for the purpose of our own accounting, 
each factory is allowed to make a profit 
in its transactions with other factories 
and branches. We feel that this pro- 
vides a stimulating influence on the 
factory manager. 


What Happens When Budget 
Figures are Exceeded 


So in this matter of expense budgets, 
while each manager submits to head 
office a copy of the budget he has pre- 
pared for his factory, giving all of the 
items appearing against the individual 
expense accounts, the supervision at 
head office over the underlying or sub- 
ordinate accounts is casual. His com- 
pliance with or deviation from the 
budget in total is closely watched and 
any wide variations are made the sub- 
ject of conference between the execu- 


tives in charge of manufacturing and 


the factory manager. 

It is a conference to find ways and 
means of bringing actual expenses into 
line with the budget allowances and 
not one of mere criticism. 

The setting of really attainable and 
yet not too liberal budget allowances is 
dependent upon the use of judgment 
based upon a knowledge of what has 
gone before, and, if the classification of 
expenses is changed radically, figures 
will then be obtained which may not 
be successfully compared with those of 
previous years. 


* 


We Do Everything Possible 
to Avoid Detail 


Then there is the matter of super- 
visory figures, and statistical reports for 
higher executives. Early in the use of 
our budget system, we prepared a very 
large number of figures comparing the 
budget with the actual figures for the 
use of our managing director. It did 
not take us long to discover that this 
was the wrong practice, for not only 
was it taking altogether too much of 
the tune of the executives in studying 
these reports but in addition it was an 
expensive clerical procedure. 

Now we do everything in the simplest 
possible way. In the preparation of our 
production programme, naturally a 
very large number of figures must be 
handled. This is inevitable. From 
that point on, only the simplest pos- 
sible procedure is involved. 


2 CORRECT LIGHTING 
(Conitnued from page 24) 


At the risk of ‘appearing to be 
technical, I must state that it is not 
the candle-power of the light that is 
the power at the source of the light 
which is of primary importance. The 
really important factor is that known 
as the foot-candles, the amount of 
light actually falling on the surface 
of the object to be illuminated. This 
is the unit for the measurement of 
effective illumination. 


More Efficient Lighting for 
Office Interiors 

Bearing in mind that we are out 
to cut costs by lighting and to increase 
efficiency, we propose to consider, 
very briefly, the lighting of interiors. 

Firstly: in offices and showrooms 
a distinct type of lighting is required. 
Apart from the localized lighting which 
will be considered later, general ‘light- 
ing for the whole room is necessary. 
This should be diffused, secured by 
standard dispersive reflectors and opal 
bulbs of adequate power. The actual 
sources of light should Be well out of 
the way, and should not be allowed 
fo obtrude on the attention of workers. 

Localized lighting by reading lamps 
and standard lamps has also received 
much attention recently. e old 
7 ill thriving—which throws a 
small circle of bright'lghbt and 4 heavy 
shadow is not conducive to efficiency, 
for the contrast between the light and 
the shadow, both of which are neces- 
sarily in the field of vision of the 
person using the light, is’ tiring to the 
eyes and frequently causes headaches, 
a millstone round the neck of 
efficiency. 

Many modem desks have lamp- 
standards, as fixtures, with flexible 
arms which can be twisted to any 
angle or position; they have shades 
A rea designed to throw a com- 
paratively shddowless light over a 
wide field, and their cost is very 
reasonable. An hour’s work at a desk 
with an old-fashioned reading lamp 
and an hour’s work at a desk with the 
new, scientifically designed lamp, will 
convince anyone of the superiority of 
the latter over the former. 

In machine shops and large work- 
rooms, the lighting falls into the same 
two divisions. General lighting by 
means of high power units of 100 watts 
to 300 watts, should be placed five 
or six feet above the heads of the 
workers, and dispersive reflectors 
should be used to prevent direct rays 
from these powerful lamps impinging 
on the eyes of persons in the room. 
From the humanitarian as well as from 
the efficiency point of view, it should 
be remembered that the optic nerves 
are some of the most delicate in the 

- (Continued on page 43) - 
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IN SHOPS, FACTORIES & OFFICES 





ood lighting 
is required. ust 





THE POPULAR PAIR 
ia 





i OR OPAL LAMPS 


For ga without aih 
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LAMP SIGNS 


| are arresting as 


directional or 
advertising signs 


BRiTISH MADE 





STATIONERY BUYER 


When ordering— 


SWAN INK 





for general office use 
remember that the larger 
sizes are most economical 


2 ox. 2/9; 30 oz. 3/6; 40 ox. 4/6; 
į Gall. 7/-; 4 Gall. 12/6 













SOMETHING NEW! 


The Neonic Lamp is of tubular shape 
and contains up to a maximum of 
10 bold and clear cut letters, which 
are sealed inside the glass bulb, 
and whan on circuit the lettering 
is featured boldiy in the character- 
istic orange-red glow assooiated 
with Neon gas. Attractive housings 
have been specially designed to 
accommodate 1, 2, 3 or 4 lamps. 
Write for leaflet No. 543. 





Odit 4 SIEMENS ELECTRIC LAMPS AND SUPPLIES LIMITED.38/39,Upper Thames Street, London, EC 4 


We ge aie eye tei 
A lr a 


“PROFITS in the industrial 
future will in no small measure 
rest on a recognition of the 
importance of the management 
factor.” 


—from the New Year Manifesto 
signed by leading British tudustrialists 


WALLACE CLARK & COMPANY 
CONSULTING MANAGEMENT ENGINEERS 


(Chents in leading industries in 
ten countries) 


European Headquarters: 


23 Ave. Victor-Emmanuel HHI, Paris 


INFORMATION ON REQUEST | 


wa abe h E EE err 


40 





— complete, 





SAMUEL JONES & CO., LTD., .BRIDEWELL PLACE, LONDON, E.C.4 -@ IT WAS 





_A REAL TIP 


LABELS 


*IRIECOIRIDS 


visible 
and SIMPLE 


Kardex records flash an instantaneous mes es revealing 
all the vital facts of your business, ` ormation is 
rapid, accurate, comprehensive, iol it is vistble. 


Kardex users do not have to search ledgers and interpret 
a mass of figures. The position of stock, sales, accounts or 
running costs can be checked at a glance from day to day. 


On the Kardex stand at the Business Efficiency Exhibition 
responsible, experienced representatives will explain the 
economy and efficiency of Kardex as applied to your 
own particular business. 


Ask for the most applicable of the following Bulletins— 
ing’ te and Stocktak- 

*, “Sales and Order 
Records”. ‘‘Ledger Con- 
trol’, ‘‘Credit Control” 
or “Hire Purchase 
Accounts” 








© Visit the 


KARDEX STAND 
No. 30 


at the 
Business Effidency Exhibition, 
: White City 


Sept. 26—Oct. 6 
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Made in Kingtand 
I, LEADENHALL ST., E.C.3 


Tel. Monumant 7921 (7 lines) 


AND ALL PRINCIPAL CITIES 





TALK TO YOUR PRINTER ABOUT 
LARGER LABELS AND SPECIFY 


SAMUEL JONES ffa 
NONCURLING @ 
roc nn ao co ent G U M M ED 

PAPER 






it ls FREE and ba you 
to order your labels easily 
and quickly. 


CREATED FOR LABELS @ 


MEASURE i 


Your Office Work 
(Continued from page 28) 


This plan depends upon standardized 
operations, t.6., where a time study has 
been made and the standard produc- 
tion rate fixed. A simple form of daily 
record sheet showing the day divided 
into ten-minute iods in coluranar 
form enables this record to be kept, by 
the operator himself. Since the effi- 
ciency factor improves according to the 
amount deducted to arrive at the net: 
time, he is at pains to show. every 
period of idleness whilst waiting for 
work, and the means for a constant 
check upon the flow of work is thus dis- 
closed. 

To keep track of the work performed, 
each individual is given a slip or series 
of slips suitably arranged to record the 
quantities completed during each pay 
period. Thus the efficiency of any 
worker can readily be compared with 
that of any other. 


How these Measurements 
Show the True Position 


The final step is to co-ordinate the 
results of these measuring processes by 
suitable statistical records, designed, of 
course, to involve as little work as pos- 
sible in their compilation. 

In regard to the clerical minutes per 
unit, the record can be made very 
simple. The total number of units 
handled during the week is used to 
determine the actual time expended on 
each by dividing it into the clerical 
hours per week. For example: 2,000 
orders handled by 50 clerks in a 34-hour 
week gives 56.0 minutes per order. If 
the standard time is 40 minutes per 
order, then the overall efficiency is in 
the region of 80%. By comparing the 
results week by week, any falling off i in 
the work can readily be detected. A 
separate record of each section will pro- 
vide similar figures by which to judge 
sectional efficiency and locate falling off 
in any particular department. 

For the measurement of individual 
output, a simple weekly record showing 
the percentage factor of efficiency of 
each operator, irrespective of the type 
of work done, of course, gives a clear 
indication of his relative value to the 
firm. If, in addition, the figures are 
open to inspection, an incentive to 
reach a higher standard is provided. 

Consider now the practical applica- 
tion of these records in dealing with the 
poser: “I must have more staff.” 

The complete office return will reveal 
any recent increase in the volume of 
work. The departmental record will 
show whether the work of the depart- 
ment in question is up to average. 
The individual efficiency factors will 
show up any “‘passengers’’. The num- 
ber of hours’ idle time will indicate any 
‘“‘bottle-neck’’ which. may be a contri- 
butory cause to:the unusual pressure 
of work. In short, the true facts can- 
not fail to emerge, so that the execu- 
tive, with these records before him, can 
determine the proper course to take. 
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: These plans and ideas have not 
. mecessatily been tried out, They 
ate suggestions offered by readers 
who are themselves business men 
= who have seen definite 

opportunities where. the ideas 
might be used with advantage. 
Can one be applied profitably in 
YOUR business ? 
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If 1 Managed 


AN OFFICE 


-I would see that a thorough examination 


ae was made of all in-coming packages by 


<opost and messenger. 


Good sheets of 
brown paper, fibre board, packing material, 
string, etc., could be saved to the value 
of many pounds a year. In most offices, 
particularly big offices, there is a pro- 


: digious waste of these materials, 


















Sos a os 


SRAM Nines 
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tt 
MANUFACTURED LA€E 


<- Ribbon, or any other similar fabric that 


sold by long measure, I would roll paper 
between the material and the reel, and 


nark it in yards and half-yards. 
` I would also state at the end of the reel 


how many yards it held. Then, when the 


draper sold three yards of fabric, he would 


‘be able to cut off the required length with- 


out measuring on a rule. And, if the reel 


had ten yards he would know that there 
were ten yards remaining. 








~ Thus, by a very simple device he would 
have a ready check on stock. Further, 


when a sale is on and the counters are 


crowded with eager buyers, this plan 


would be distinctly useful in saving valu- 
able time. 





a | Were a 
MANUFACTURER 


` And had a difficult problem to solve in 


connection with the production side, I 
would post up an appeal in the works that 


would read something like this: 


SUGGESTIONS ARE INVITED 


t. For improving the present method 
of tool storage and issue. 

2. For preventing scratches on finished 
surfaces during conveyance of parts 
to stores, 


I think that to ask for specific help like 
this would be much more effective than 
waiting on the off chance for some idea 
to. emerge from an ordinary suggestion- 
box system. Personally, I would offer a 


—¢ash reward for usable ideas though the 


-¥nethod of remuneration is, of eourse, open 
to many variations, according to the 


individual views of manufacturers and the 
“type of business concerned. 
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CALENDAR | 
PENCIL 


The Perfect Pencil 
fitted with a Perpet- 
hy ual Monthly calendar 



















Naa nA aye A EL AEA SHS 


KEEP YOUR NAME BEFORE Yeu 


BASATA ODA SAINA AIA NA ONU AAAA AAN AALAN E AANA ache 


AUTOMATIC 
BLOTTER 


Contains awhole 
year’s supply of 
blotting paper 


Provides a clean 
surface at a touch 
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“If you need to telephone or call please 
ask for Mr... . ..,’’ stating the name of 
a responsible individual of the department 
concerned. This would remove much ‘of 
the vagueness of shopping i in a large store, 
It would save the time of both customer 
and store employees and would give the 
customer a personal connection which she 
would appreciate. 


+ 


if. | Were a 
SALES MANAGER 


I would insist that all travelling salesmen 
should report fully customers’ complaints 
on a standard objection form. These forms 
would be easy to keep together and I would 
ensure that they were thoroughly examined 
by the technical staff with a view to 
improving the product. I know of one 
case where a big manufacturing concern 
launched four brand new lines which 
proved extremely profitable out of ideas 
gathered from objections to existing lines 






ON PAY 


sent in by customers. USINESS houses are eliminating tie . Seer 
leasarit e depues & iw empoy o i L 

+ ANCASTER*S NEW PAX > 

WALLETS —~ he really episient Day envelope. sec 


Employees can check their money coven 
handle their notes, without extraction and 
without tearing the wallet. See 
In case of a mis-count, wages can been oo 
checked without opening; the celne oo DE 
absolutely secure and permitting oF wages 
being made up and sent any distance wilh- 
out risk. 
Yet LANCASTER pay wallets are with 
practice speedier than the ordinary trans» 
+ | arent envelope because notes nec: now 

la folded, 


if | Were a 
DIRECTOR 


Of any firm I should make it a rule that 
whenever a letter went out in the mail 
asking for a reply that would be a favour 
to my firm and not merely a reply expected 
in the ordinary way of business, a Business 
Reply Envelope should be enclosed. 





Free sampile Wallets 
and Prices os tpi 


Anne EN 


if | Had Charge of 
ANY BUSINESS CONCERN 


I would ensure that all in-coming ‘phone 
instructions, orders or. messages to be. 
passed on would either be given into a | 
taken down r in. writ- ; 




















































A Breccia te ee in the Art of Modern Sales- 
manship, Sales Promotion & Sales Management 


By J. W. POWELL, A.M.C.T. (Eng.) 
HIS modern work pro- 
vides a co-ordinated plan 
of sales preparation and 

attack that .is directly and 
profitably applicable to the re- 
quirements of all actively con- 
cerned with the marketing of 
goods. 228 pp. 8/6 net 


Order from a bookseller or 


SIR ISAAC PITMAN & SONS, LTD. 


PARKER STREET, KINGSWAY, W.C,2 


__DUF PLICATOR | 


ae AVE you realised how much 

time and money you could 
~ gave, if, instead of sending 
‘out your duplicating and sten 
oociiting, you were to complete: 
“the whole process under your- 
“owe roof} 

















The Arlac Duplicator and At- 
cessories will not only cut your 
‘outside costs, but will pay for 
themselves many times over. 














Ariac Duplicators are supplied 
in five models, the prices ranging 
from £5: 16:0 to £52: 10: 0, and 
Standard Equipment is supplied 
with each 













Send now for cata- 
logues and price lisis 


Arlac Duplicator Co. L+? 
r PAUL'S CHURCHYARD, E.C.4 
< Phone: oy 3867 










es Control 


OCKS, COSTING 
LES, PERSONNEL 


ETC. 


JOHN GOSHERON 6G) 


~3, GOLDEN LANE* LONDON E Ct 























An entirely new system which offers 
“complete visual control. 


— @ It is essentially simple 


@ HASS 
© pRrOoDUCTION © 


Do you know ? 


—that by our Mass Production 
Methods we can supply you with 
250 Real Photo Postcards for 
17/-. This price includes repro- 
ducing from any Photo, Drawing 
or Sketch, andincludes lettering. 


Send a postcard for samples and 
a copy of our booklet ‘‘Photo- 
graphic Printing.” 


B. MARSHALL & CO. 


FORD STREET - - NOTTINGHAM 


Se : o Skilled employees are not required 
eo ‘Eliminates cumbersome written figures 


 @ Gives facts and figures in a manner 
oe Striking in general significance and 
<: immediate in detail 2 


ee -Further details sent upon application to :— 
L. C. SMITH & CORONA 
TYPEWRITERS LIMITED 
: _ Melbourne House, Aldwych, W.C.2 


oe STAND No. 64 BUSINESS EFFICIENCY EX- 
3 HIBITION, White City, Sept. 26th—Oct. 6th 


Whee you have visited the BUSINESS EFFICIENCY EXHIBITION 


or not, before deciding on 











tes: equipment consult P H i LI P S A M U E L r 


extensively with the: problems of u 


i From a an “understanding of your t. particular requirements: his ‘expe ; 
“the 
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Great Britain from Adam Smith to the _ 
Present Day, by C. R. reve (Longmans, i 
r23, 6d.) T 


To this third edition of his wëll- hewn z 
economic history Professor Fay has added — 
an interesting chapter surveying the- 
decade 1922-32. Of the world slump since _ 
1929, the appreciation of gold, and the- 
problems created by the disproportion z 
between the fall in commodity prices and _ 
that in the prices of manufactured articles, _ 
he does not say very much; but he throws 
up vividly the broad tendencies of the — 
period in regard to manufacture, market- ; 
ing, retail trade, and fiscal policy, ees 
The rationalization of to-day, he says, : 
stands in complete contrast’ with the | 
laisser-faire processes, which flowed from — 
the eighteenth century. “All along” the 
economic line we are striving to. replac ; 
automatic agjustment by conscious co 
trol, extending to things hitherto believe 
unamenable to regulation, such as. the 
direction of investment and the control 
the price level”? TR 
Specially remarkable is the change £ 
attitude within the last twenty years 
towards combination and monopoly. > 
fessor Fay instances the arrangemen 
summer between the L.M.S. and- thé 
L.N.E.R., and the dovetailing of road ar 
rail interests proposed in the ‘Salter 
Report. 
In production itself ‘theorists are atid 
ing the structure of competitive indt 
in the light of an optimum, and showing 
how there may be one optimum: for t 
nique, another for management 
another for finance’. | 
That a large book on a subject like this 
should have run to its third edition sin 
1928 is an encouraging sign. It bespeaks — 
not only the excellence of the book itself, — 
but the increased number of readers:in | 
economic subjects who are going beyond | 
pamphlets and propaganda to authorita- 
tive treatises. 



























Looking Forward, by Franklin D. Q 
Roosevelt (President of the United States). on 
(Heinemann, 7s. 6d.) 


At a time of crisis in world affairs, and 
of acute crisis in his own country, 
Franklin D. Roosevelt became. President 
of the United States. In “Looking © 


‘Forward’, a book compiled from many _ 


articles written and speeches made prior 
to March rst, 1933, he is unafraid to. pro- 
claim his ideals and aspirations; aware of 
the difficulties which beset the path of- 
their achievement and disdainful of the. 
electioneering clap-trap of machine-made _ 
politics. a 

He says: “The quality of national: 
politics, viewed as a science whieh is. 
capable of affecting for the better the lives | 
of the average man and woman, is the. 
i nof national: leadership, es 





ment, taxes, railways and. agri 


o "State. * Plannin 


“Reorganization 







cei OES Se E 


oment’, “Tbe Tarif, “Crime and 
Criminals’’, “Banking and Speculation” 
‘In short, to all who ‘would understand 
America’s present and future attitude to 
world affairs, this book will be of absorb- 
-oing interest. 





_. -Mechanization of Accounts and Records, 
by Sir Joseph Burn, K.B.E. (The 
| Efficiency Magazine, 1s.) 

‘Reprint of a lecture delivered to the 
London members of the Institute of 
< Chartered Accountants. Managing Direc- 
“tors as well as Accountants should find a 
great deal of interest in this authoritative 
- booklet. 
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~ CORRECT LIGHTING 
(Continued from page 39) 


human system, that more demands are 
nade on them than on most other 
erves, and that their welfare is often 
rossly neglected—to the detriment of 
health and work output. 
+» These remarks apply also to the 
ocalized overhead lighting, except 
hat the lights are placed in a position 
s to well illuminate either a person 
or a machine. 
-These two forms of lighting, general 
and localized, are frequently com- 
bined. When this is done, the power 
of the sources of the general lighting 
need not be so large as that specified 
: above, and the power of the sources 
of the localized lighting will be modi- 
fied to meet specific requirements. 
In no room in which there is open 
machinery of any sort should localized 
- lighting be used alone, for the immedi- 
zate transition from bright light to 
heavy shadow can cause temporary 
blindness in a person, which may be 
responsible for a serious accident. 
. Green is generally agreed to be the 
_ least harmful colour for lamp-shades, 
_ and opal bulbs should always be used. 
>: If workers are either dazzled or in 
comparative darkness due to incorrect 
lighting, their efficiency is seriously 
impaired, and the cost of the light is 
being wasted. Finally, there is one 
yay, and one way only, of ensuring 
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mum of expense in the lighting of 


maximum of efficiency and the 


office or a works: that is, call in 











ROR 


CHAIR 





Ce iy 
i 
Ideal for oO ders: es ee 
Office or east garh tag ET 
Dining sje jor desk, 2 k 
Rom YE rg for phair. ee 
Scotland: a 
Nay a) desk: oe 
12/9 aie chase. = 
Delive¢ea 
Formerly anywe 
29/6 LAYS? ical: 
Jy pears 
—. 1 DES K aueranies 


pn Formerly Egis 
ERE is one of the most éxtraordinay offers ever announced? “Fhe desk is ide ; 
of figured oak—stout legs, laminated top, 2 extensions, ete. The top ig 45 5 T EE 
19 in. (with ro-in, extension) and is a better desk than we listed last year at (4 /08/6. 


(N.B.—~There are also a few desks 45 in. X 24} in. at 45/9.) 


The desks are polished a pleasing dark or light oak. The chairs are also o 
they are honestly worth 25/-, the upholstery is in good leatherette (dark. e 
Send at once for details of various desks, etc., included in tt 


this huge- 
Pencil your address across this advertisement: literature will fo! 


But order this special desk or chair NOW—the demand will be a te @ 
to any approved customer. Y 


7 DAYS’ FREE TRIAL (money refunded if dissatis ied). A 


OSDA" 54, Old Bailey, London,’ 


Also {1% St: Mary’s Parsonage, MANCHESTER. 
(622, Royal Liver Buildings, Liverpool. 


DON’T. ORDER 
BLOTTING 


till you have tested 
SER ICE 


The unique green blotting with 
a big price saving 
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PRODUCTION COSTS 

H CONTRACTS BELLING DOSTA 

H STOCK ISSUES PURCHASES - 

DELIVERIES OUOTATIONS - 
ADVERTISING BETURNS — 

These amd most other remeis «ese tial: ae 


business and professitvial men cau. de Ken 
efficiently and economically in 


“ROBIN” 
LOOSELEAF BOOKS 





































17} X 22} ape Trial ne ey 

ened OFF SoU Mees” & peel, host fe 
} Ream 6/6, 4 Ream 12/-, 1 Ream 23/~ Gna Probin" Teaia ee ead 
Carriage Paid ive A-# index ae 200 priate 






One “Robia” bocea Stock Keebiae 
Book with A-Z inges a ROA ae 
leaves. for sas 


&b-page Gustraled serbia yest free Geg 






Send for Samples TO-DAY 
IT WILL PAY YOU 


LANCASTER BROS. & CO. ||| 
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The better the condition of your 
products when they arrive the better 
'your chance of repeat orders. So 
use GUELPH Casks and ensure your 
customers’ satisfaction. 


Descriptive Booklet from— 


he GUELPH 


PATENT CASK COLt? 


WEST FERRY R? MILLWALL. E.14. 
—— PHONE: EAST 0279 


Also at Manchester“and,Scotstown, Quebec, Canada 
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‘ ry OA “Empire” 
VOA t Chain Link Fence 
pENC British make, of tough 
A “Crapo” Galvanised Steel, is ideal 
for roads, factories, tennis 


courts, In various heights from Bit, Sin. mesh at 
10 xr 25 roll, without posts, auge. sizes 
rah 0 od application. Send for List N.F.L. 105. 
PARKER, WINDER & ACHURCH, Ltd , Fencing Contractors, 
BIRMINGHAM1. LONDON: 4 Gt. Marlboro’ St., W.1. 
MANCHESTER, LEICESTER& COVENTRY 


EMPIRE “ñk FENCE 








BUSINESS for OCTOBER, 1933 


Sorting 2 Million Facts 
at 20,000 an hour 


by GILBERT FRASER 


T is a well-known fact that the compilers 
| of the National Census have greatly 
reduced the work, and ensured the accu- 
racy, of their gigantic task by means of 
automatic analysis and calculating machin- 
ery which is available to every business 
man. 

It is probable that no single firm in the 





30,000 returned questionnaires containing 
2,000,000 assorted facts on consumer power, 
to be analysed and coded to the last detail. 
This quarter-ton of massed information is 
being disentangled by automatic calculating 
machinery at a rate of 20,000 facts an hour 


country, even with machinery, could suc- 
cessfully undertake a research job of this 
size, but certainly the need for research 
into market potentialities is rapidly 
increasing with to-day's business. Every 
firm marketing a product needs to investi- 
gate the possibilities of its consumer areas. 

In this connection it is interesting, 
purely as an example of the wide cap- 
abilities of modern office machinery, to 
mention a job of research, recently under- 
taken by the weekly publication John Bull, 
into the ‘‘Consumer Value’’ of its readers. 

These facts, it is understood, are to be 
made available to business concerns. 

The object of the census was to find out 
as much as possible about the buying 
habits of the people on a bigger scale than 
has ever been accomplished before. To 
that end 159,000 questionnaires were sent 
out, and although the recipients were 
asked to answer 92 questions and were 
given no inducement to do so, 30,165 
papers were returned completed. 

These retufns weighed over a quarter of 
a ton and contained over two million facts. 

The classification of over two million 
facts and their tabulation in a form in 
which their significance could be brought 
out, called for the most modern accounting 
machinery. 

This section of the job, therefore, was 
put into the hands of a statistical organiza- 
tion working with what is claimed to be 
the most complete electrically operated 
tabulating installation in Great Britain. 

First, it was necessary to take out 
several thousand forms and to go over 
them manually to find out every possible 
variation of answer that the ninety-two 
questions could elicit. These were then 
coded by number and punching machines 
were adjusted to punch holes in record 
cards in different positions to represent 
these answers. When the code had been 
devized, the sample forms went back, and 
the whole census then went through the 
punching process until all the answers 
were represented by appropriately-punched 
cards. 

These cards were then capable of being 
machined on tabulating, counting and sort- 
ing machines at speeds up to 20,000 an 
hour. 

The outstanding advantage of this 
modern method of tabulation, besides 
speed, is its flexibility. By cross-machin- 
ing cards on different questions any set of 
replies can be broken down to give still 
more detailed information. Thus it might 
be desired to know how many replies there 
were from Birmingham, and the Birming- 
ham cards would be picked out. Informa- 
tion might then be wanted as to how many 
people in Birmingham use a particular 
brand of cocoa and how many prefer beer. 
The machine would sort these out too, and 
so on without any other combination of 
facts that might be wanted. - 

The people who received forms were 
asked all kinds of intimate questions about 
their social condition, spending habits and 
preferences for brands of sixty different 
commodities. 

Types of automatic machinery which 
have made such a research possible to an 
office of ordinary size are now on show at 
the Business Efficiency Exhibition, 
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ARE YOU A 
GOOD 
DIRECTOR? 
How a, 
oung Executive 
EVITALISED AN 
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{HAT IT COSTS 
to runa 
JOUSE ORGAN 


- ml atl 


To Cheapen 
AULAGE in 1934 


BUYERS!. MARKETS!.. 


MARION se LYON + eae nae MA 
O BOUVERIE STREET, E.C 


WILL HIND THEM FOR YOUR GOODS 
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. A Cash Registers, Calculators, Time a Recorders” eee 
Adding Machines and. Crane HIRED AND REPAIRED 


a? “THE IDEAL o 
THE SUPERB TYPEWRITER 


THE NO MORE e O 
HD MORE KNOCKED OVER © i 
ERRO f 4f you use Telephone Extending Arms : 
LINE GUIDE 
COPY. 


gga naa ie, Hag re direc] $ = H 
HOLDER = all. desh iing for 7 


saves the 

typist’s time “a Taa ; 
and your $ PA EA 
notepaper. 1 ae 00. 

Tap the lever meats i hoe 

and the line : ee 
. 27/8 


Message. Reco were 3/6 podi free; 


Hygienic, Glass Mouthpieces (prevent 
} for G.P.O. phone s 2/2 post free. 


The modern we 
method of fase} 


The flow of repeat orders for “Ideals” more than 
| testifies to its merits. 
A user writes: ‘Send us two more ‘Ideals’. 
Our typists all want to use those we have.” 


And cheaper Ji 
model. 
5/6 post free. 


PECIAL OFFER 


CALCULATOR 


For all calculations. 


Will multiply, divide, 
add and subtract is 
1/10th time taken to 
do so mentally. 
16x 10«9 
from £29 10s. 
Tens transmission 


Write for one 


NEARLY NEW 


Ledger Posting, Book- -keeping A oe 


and Accounting Machine 
Loose Leaf, Fanfolds or Bo 
Writers, with or withoi 


Adding and Subtracting of all | 
makes, at Bargain PERE 


THE ADDOMETER — E 
KO MORE ERRORS. Use the wonderful poe 
Addometer. Adds and subtracts rapidly and accu 
ately. For English and Foreign monev, Decimal J 
or Ordinary Lb oad and Feet and Inches, &e. ei 


: sod “hight Toh are aids 

< its compactness, lig btness, 
tiful work make it THE BEST. 
ndard keyboard, complete in 
bsa. pearly 2 ibs. lighter than 
er r 4-bank portab. les.} 


USE ORDINARY STAMPS & 
SAVE 80°/. IN POSTING TIME 
sonal our business-getting letters look like 
Pa TAC TAREE e 
Cheaper and quicker than a Franker, all stamps. 


fixed, checked and counted in one operation. 
British made and guaranteed. 


O CHEQUE 


When aeng state for what purpose required.. 
PROT € OT RK y Alsoa cheaper pocket Fae y ordinary Agures 
As used by the leading firms. Da you realise and indian money, in case. Biy- post tree. 


that an altered cheque is your Hability ? 
Bargain, . €8 Be, each. 


All other makes of Cheque Writers 
at half usual prices, asx 10r isc. 


BARGAIN OFFER 


Fire -resisting and 
Vermin-proof Steel THE LATEST INVENTION ICG 
A FOUNTAIN PARCEL PEN 


WITH RUBBER NIB 
Writes a thick line on paper, canvas, 
wood, metal, glass or any surface. 
For Addressing Parcels, Writing l 
Notices, Price Tickets, Labeling 

Goods, etc. 


THe TAPpIT unique 
Swinging & Detachabia 
LETTER TRAY SET 


A big aid to 


efficiency. 
| emia, + £ZE | an trays ute PRESERVE 
tee high, 2 ft. wide, 


off, are : = = =a YOUR LETTERS 
|18 ‘ins, deep, cas m 


r angeable, Ț f and Records from 
| Austra: £4 10 rT ct RARS dust and fire by 
een carriage paid, 


. ee es = <] ENN Sa using our Art Green 
oae zizes in stock. s S 


: Vertical Steel Easy 
Ranning. FILING 
, Hait oS gd of Number of Trays per Set. 
Material of Trays. 4 Trays. 3 Trays. 2 Trays. 


CABINETS. 

4 drawers, ato — 

Light or Dark Oak ..  35/= 81/- gji- ' £8 7 
Real Mahogany  . 45/- 40/- 35/- dimensions of parr 

; Steel, Finished Art Green 45a 40/- 35- 133 x OF x 24 inches. 


7 oe TYPISTS SENT OUR a 
l ER MARKET 


Complete with post 
and fitting for wali 
or desk. AH inland 


= fj Essential for storing carriage paid. 


Books, Papers, B 
iFiles, Letter Trays, 


4 drawers, Msoap 
"Other gies equally a? 
_ SEP 


: Carriage paid - 


14, CHANCERY LANE, (Holborn End) | 
Works: Great, New St, ECs. London, Wea md 
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O one whowvisited or was associated 
N in any way with the Business 
Efficiency Exhibition last September 

sould fail to realise that the problem of 
ofhce management {s being approached by 
thousands of firms from an angle entirely 
new to them. x 

Too many business men have in the past 
adopted the attitude that they “‘could not 
afford’ to adopt modern equipment. 
To-day they are much more inclined to 
say that they cannot afford not to adopt 
it. 
That was by far the most encouraging 
feature of the Exhibition to all who have 
the cause of office efficiency at heart. 
A Dying Fallacy 

The old fallacy that office equipment 
is an “‘expense’’ is dying. \ No doubt in 
many quarters it is dying hard. Never- 
theless, the truth is being daily more 
and more realized that even expensive 
machinery, large as the capital outlay may 
appear at first sight, may be in fact a 
very excellent investment, speedily repay- 
ing its original cost many times over in 
greater economy and speed of working. 

We hear much to-day of the small 
trader being ‘‘frozen out’ by ‘the big 
combines. There can be no doubf that 
there is a tendency in this direction, and 
the hope of the small trader, if he is to 
survive, can only lie in more efficient and 
more economical working. This attitude 
was very much in evidence at the Exhibi- 
tion. A high percentage of the visitors 
were “‘small’’ men genuinely anxious to 
learn how to conduct their businesses as 
econonmfitally as possible. 





System, Not Machine 

This was notably true in 
respect of the exhibit of The 
Dictaphone Company. In- 
terest in The Dictaphone 
was far greater than at any 
previous exhibition. The 
new Model 12 Dictaphone 
was no doubt a great attrac- 
tion—it was one of the few 


real, mew things in the 
Exhibition—but interest in 
The Dictaphone went far 





deeper. It was concerned 
and rightly so—far more 

with The Dictaphone System than with 
The Dictaphone Machine, and it was 
specially noteworthy that keen interest 
in The Dictaphone was displayed by 
scores of proprietors of ‘‘one-man’’ offices 
who only a very short time ago would 
have declared unhesitatingly that their 
businesses were “‘not big enough for The 
Dictaphone’’. 

That is a very encouraging sign for the 
future of British business. It indicates 
a greater appreciation of economic facts 
and a greater willingness to meet changed 
conditions with the best possible methods. 
It indicates, too, a greater appreciation 
of the fact that time is very truly money 
and that because it will save time The 
Dictaphone is invaluable in the small as 
well as in the large office. 


A Business Builder 

Your ‘“‘correspondence’’ may not be 
large—perhaps only a dozen or so letters 
a day. You may employ only a single 
typist. But your opportunities, if you 


A LESSON 
FROM THE 
BUSINESS 
EFFICIENCY 
EXHIBITION 


in Office Management 





By THOMAS DIXON 


can find time to seize and develo; 
are unlimited. That is where 7 
phone will help you. It will give you 
more time—at least an hour every day—t 
devote to the pushing and expanding 
your business, and in that l 
claims to be a real business Duilder 
See the new illustrated ropre 
Portfolio. It tells in a 
photographic studies how The Dictabhon 
fits into the modern office system. A frei 
copy will be sent on request 
THE DICTAPHONE CO. LTD 
(Thomas Dixon - Managing Director 
KINGSWAY HOUSE, KINGSWAY, wc: 


And at Marchester, Birmingham, Glasgow, Livernoo 
Bristol, Leeds, Newcastie-on-Tyne and Du bile 


POST THIS COUPON 
THE DICTAPHONE Co., Ltd. 


Kingsway House, Kingsway, London. WiC 
Please Send new book, “Progress”, free 


NAME... 
ADDRESS .........00.00000 
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2j- a line (average 7 words” 
counts as one line and is to be 
EL single insertions. Special rate for 

= { charge. Announcements for next issue s 








ADVERTISING NOVELTIES 
__. AdvertisingCalendars,Blotter-diaries, Pocket 
| Diaries, ete; gold block with your advertisement for 
New Year presentation to customers should be ordered 
pew iom D. Harper & Co., Ltd, 258-262, Holloway 


_ADVERTISING SERVICES 














— Advertising. The only kind worth while is 
that which brings results. Valuable booklet “Resultant 

Advertising” post free to Principals. Merritt Adver- 
cno o Amang Service Utd., 12, Whitehall, London, S,W.1. 





_ Modernise Now. Advertisement and Folder 

= Lavouts, Standatd Typographical Material, Speciality. 
| Hand-lettered Showcards, Competitive Prices. . 
Leach, 55, Belgrave Road, Darwen. 





$ 3 i : Good work. Cheap rates. 
‘One to a million. SE. Co, 141 Fitzwilliam Street, 
Sheffield. 


r the Secrets of Mental Power,” by 
“Brook. You need it in your daily work. 
je post free. Send for a copy to-day, 
t- B), “Mayku” Institute, 20 Bedford 











INDOW DRESSING 


ts. Window Displays that sell 


ecialist of zo years’ experience is at 
A personal service at an economical 
ns for manufacturers’ national dis- 
es: specimen windows arranged. A. A. 
16 Gamlen Road, Putney, S.W.15. 


LITERARY 


-= £so Cash for Poems—particulars free. 
Sgt all kinds also invited for prompt publication, es 

oo Bietion: No reading fees.—Stockwell, Ltd., 29, 
“AG, London. Estab. 1898. 
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oe 7 | TRADE MARKS REGISTERED 
~ | INVENTIONS PROTECTED 
oe Q ; | ; AT tee AND ABROAD. 
| REGINALD W. BARKER & C0. 
-o oo PATENT AGENTS 
~ {56 LUDGATE HILL, LONDON, E.C.4 
o Established 1886 


“BOOKLETS SENT FREE ON REQUEST 
Teiephone: City 5140 





to a line). Mini 
be paid for. 24% discot 
‘Appointments Wanted” 
hould reach BUSINESS, 6 Ca 





expert skill and knowledge. Jackman, ! 








lines costing é 
discount for 3 insertions, 5% for 6, 
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APPOINTMENTS WANTED 


Keen Young Man able to take over control 
of accounts and office seeks progressive post. Ex- 
perienced in enginvering and interested in works 
management and organization~~Box 148, Business, 
6 Carmelite Street, E.C.4. 





vender 











Secr , Accountant, Office Manager. 
One who knows how to apply his experience and know- 
ledge, in satisfactory fulfilment of above duties seeks 
progressive appointment.—Box 143, Business, 6, 
Carmelite Street, E.C.4. 


EDUCATIONAL 


Learn to write Advertisements and earn 
from £5 to £z0 per week. Unique offer open to those 
writing for our free book “Advertising as a Career” .— 
Dixon Institute of Advertising, Dept. 2, 195, Oxford 
Street, London, W.r. 











You can make your spare time bring you a 
full-time income in a fascinating business of vour own 
at home. New method ensures success. Few pounds 
capital only needed; no samples or outfits to buy; 
no rent, rates or canvassing.—-Send to-day for free 
booklet to Business Service Institute. Dept. 861, 
Carmelite Street, E.C.4. 
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CALCULATING MACHINES 
GILBERT WOOD (Arithmetical Machines) 
758 Queen Victoria Street, E.C.A. 

Telephone: City 2295 


Ltd., 


“ies. 
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VISIBLE INDEXES 
BIZADA (CARTER-PARRATT, 


LTD.), 316/ 
Abbey House, Victoria Street, $.W.1. P 


+ 3 insertions for price of 2. 
rmelite Street, London, E.C.4, not later than Nov, C4 MERE 





DS & OER 


Incorporating “WHERE You CAN Ger IT” 













10% for 12. Payment with order for — 
Box replies are forwarded free of 
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FOR SALE AND WANTED 


Roneo-Neopost machine for sale 2 values; x 
{12 or with licence, and advt, plate complete LIBfres 
ee nee 14 Fulwood Place, High Holborn, |. 








MISCELLANEOUS 





A Quick-Action Trouser Press, with two | 
little pushover levers instead of thumbscrews. | 

LIGHTWEIGHT. Lays handily on chair. Hangs. 
in wardrobe. Leaflet free. H. C. Parry & ¢ 
George West Street, Grimsby. a 
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“Bentley’s Engineering Books.” Great 
Success! ! Booklet post free-—The Bentley Publish« 
ing Co. (Dept. B}, Halifax, Yorks. Street yeas 





Hectograph Supplies. Gelatine Rolls, Inks, _ 
Ribbons, Pencils, Carbons. Write for particulars of 
Facsimo Process of Reproducing Forms. The Glede 
hill-Brook Time Recorders, Ltd., 26 Victoria. Street 
London, S.W. : oe 



























For Comfort fit a “Page” Door Closer, 
The cheapest Oil Door Check and Spring on the ma 
—at 12/6, the "Page Minor” for light doors is the fin 
value obtainable. Beautiful Chromium-plated or Bron 
Finish, it is thoroughly efficient—thousands. sold. 
SAMPLE SENT ON APPROVAL. Ask. Ironmonger 
or write to-day for list XDCS 105. Parker, Winder ar 
Achurch, Ltd., Broad Street, Birmingham, 1. < 


Our contribution to employment. Houses 
will never be cheaper. Keep the builders and decor: 
tors busy for the winter by ordering your house no 
through us and we will make you a handsom 
present. “The 





Houses at all prices in. all parts. ~ 
& Francis, 42 Grove Road, London, E38, 


peace nein 





Where a uniform temperature has t 
maintained ‘“‘Parwinac” Automatic Oil Burners. 
indispensable. In addition they dispense with stoking 
Cleaner and heaithier—they maintain temperature at an 
evenness unobtainable with epoke or coal. Greater com- 
fort at no more expense, Safety of stock assured. Worth 
investigating. As supplied to large Printing and Paper _ 
Houses. Enquire local heating engineer or write for kst 
OBS. Prices from {120, fixed complete. to existing 
beating apparatus.——Parker, Winder and Achurch, Edda 
105, Broad Street, Birmingham, 1. Rae TRB 





TIM and UNITAS 
Calculating Machines 
MIRA [3077] Calculating Machines 


Any kind of Calculator repaired or exchanged: 


GEORGE SPICER Market Plac 
Phone: Ealing SIgie-S1 42 BRENT FORD | 


osea | 









‘omplete Journal of 


N WHICH AT VARIOUS TIMES HAVE BEEN INCORPORATED: 
o "THE JOURNAL OF COMMERCE,” “MODERN BUSINESS,” 
ae “SYSTEM, P “BUSINESS ORGANISATION AND MANAGEMENT.” 


CONTENTS FOR NOVEMBER 
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Tan ne 2 Rae : 
by CECIL CHISHOLM J 
How He Spends His Business Day - ~- = = by CW BRETT, Mw 0 
Managing Director, Barimar Lid. 


- MANAGEMENT. Who Makes The Best DIRECTORS? - - - 


Pol icy, Finance 


£30,000 Economy REVITALIZED This Old Concern - . 


SIX Questions for Management - ~- - 
What Other EXECUTIVES Do - - a 2 4 
How’s Business ?- ee t 
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The Trend of Trade Jor Novembox 

















How Much Should The HOUSE ORGAN Cost? 
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à by SHAUN Q 
Instructor, Direct. . 
| City of Lond 
New Packages Boosted These Sales Curves - by FP. WE 


Bright IDEAS That Have SOLD - < ee a a a a ae 


Selling. Advertising 
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PRODUCTION 
Equipment, Methods 


5 Big Factors To Cut Your Transport Costs 
New Equipment To Solve Your Problems 
FOUR Short-Cuts Which Save Money In The Factory- - - a 


How We Introduced Profit-Making Foremanship - - - bE M.. 
Director of a well-known Steel Cor 
Better Lighting Can Raise Your Profits ~ a d zs a by Fe. 


- by the TRANSPORT EL 
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Business’s New Producton Dept. is THE OFFICE - - ~ 
Speeding Up The MAIL Speeds Up Your Whole Business 
Time and Money Savers for The Office =- = ʻo - 
Do You Know...? - = - m - a  . : 
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BUSINESS Published by Shaw Publishing Co. Ltd., 6, Carmelite St., London, E.C.4. Telephone: Central o& aa zB 
Hoes Subscription rates :--15/- a year post free, United Kingdom and Continent; 20/- a year post free, Overseas, Single copies Ije; post eee 
: -` free 1/3, United Kingdom and Continent; 1/6 Overseas. All rights of translation and reproduction strictly reserved, oS 


PERFECT COMFORT WEAR! 
SHIRTS|PYJAMA 
in striped designs | SUT TS. 


or plain shades 
in stviped designe 


(including two 
collars} or plain shades ; 


10/6 sacu|17/¢ 


Garments made to measure subject to 
Fose Pea 
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Por the purpose of handling multiple sets of forms requiring _ 
carbon copies, Egry Manifolding Registers should be em- _ 
ployed, as the interleaving of carbon paper is entirely eliminated. — 
One turn of the handle delivers 2 to 5 clear and unalterable copies of | 
‘the original entry; automatically presenting a fresh set ready for _ 
immediate use, and retaining—in certain models—one copy ina _ 
locked compartment, for checking purposes. Egry Registers can _ 
be applied for the following purposes :— . ne 


oe Stores Requisitions Delivery Notes Repair Orders Cash Sales 
e Invoicing Production Orders Purchase Orders Credit Sa 
iHewhich embodies the Stock Records Works Orders Internal Transfers  Recetving l 

aun : ; | Warehouse Orders Goods Inwards Reports e 
written itemised re- 











Our London factory is not only equipped fo 
the manufacture of continuous stationery fo 
use in our Registers, but also for the manu 
facture of Continuous Roll and Interfol 
Stationery for use in Billing and Accounting 
Machines, such as Elliott-Fisher, Underwooc 
Remington, Smith Premier, Powers-Samas 
and National Ellis. Dao 














 SPEED-FEED 
he Egry Speed-Feed Attach- 
ent enables your own type- 
writer to be converted into 

a Billing machine—with all | 
the advantages of Con- ovine: 
tinuous Stationery—at 
= a c moments notice: 
snaps on and off in a 
= second. 









PRICES RANGE FROM 6 TO 43 GUINEAS 


EGRY LTP. 
WARPLE WAY, ACTON, w3 


TELEPHONES : SHEPHERD’s BusH 3377 (3 lines) : o 
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| USE THIS If you desire information from 
COUPO the Editor or from Advertisers 
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To BUSINESS Service Department, 6 Carmelite Street, E.C.4 


Please send, without obligation, more information in connection with advertisement 
jor advertisements) in the November, 1933, issue of BUSINESS numbered below. 
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those announcements | i 
which offer Service or: | 
Equipment which may | 


be of use to you 


WHICH CAN : 
BE OBTAINED THROUGH THE ANNOUNCEMER 
IN THE ADVERTISEMENT PAGES IN THIS IS: 







ACCOUNTING) MACHINES pack CONTINUOUS STATIONERY race MEN'S WEAR paon STEEL FES BS RE. 
(1) Powers- Samas Accounting (10) Egry, Ltd. ..  .. .. 4 (87) Courtauld’s, Ltd. (Luvisca). 3 (64) Library Berean, Ltd. Come o 
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5 distinguishing features of the 
L C SMITH Ball-Bearing Typewriter 


1 BALL-BEARING CONSTRUCTION THROUGHOUT-—means faster, .amoother ‘Operation: 
* —effortiess speed, and more work in less time. Every L © Smish tyee-dar swings 
effortiessly on ball bearings. An exciusive L G Smith feature. 


2 NO “CARRIAGE CLATTER.” FLOATING SMITH SHIFT, No shifting of the carriage: 
* when striking capitals, The sype shifts itself—noiselessly—on ball bearings. ‘THe Hehe 
racking “Carriage Clatter” ordinary machines, due to the nolsy rebound of the 
carriage ts eliminated. : 
3 INBUILT STERLING TABULATOR, As standard equipment, five extra Key, SO ee pe 
* plied to save the operator's time when typing tabular work. A great time and pecence 
saver, 
4 INTERCHANGEABLE PLATENS. The piatens can be changed in thirty seconds. Seca! 
* platens available for heavy manifolding, card work, label writing, stench cutting, etc, 
: 5 HALE-SPACING DEVICE. Here is a feature which frequently mves rewriting en antti 
* letter because of a mis-spelled word. 











pie i A Superior Typewriter—at the price of an ordinar enet 
l i C SMITH & ‘CORONA TYPEWRITERS | LTD. - s MELBOURNE HOUSE - TAE 4 N 
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NEW COINOM ETER 








CANNOT MAKE MISTAKES.. 
ACCEPTS ALL COINS. 
EASY TO OPERATE. 


DELIVERS CHANGE DIRECT 
TO CUSTOMER. 


NO MECHANICAL PARTS TO 
WEAR OUT. 


GOOD FOR 20 YEARS. 


PRICE: £ 9:10: O. 


Ask Sor Brochure and Demonstration 


AUTOMATICKET 


197, Wardour Street, London,W.1.. 
Telephone: GERRARD 3482 
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uperficially the machine is every- 
Ņ thing to-day and Man’s part is 
" negligible. That is true only of 
the actual work of production. In 
another sense men are the problem 
o-day; cheap money, cheap materials 
cand improved machinery make the 
‘other factors of business relatively 
easy to deal with. 
-But the rapid changes of the con- 
umer’s demands; the incalculable 
lement of fashion influencing so 
many purchasers of even the simplest 
ods; the increasing complication of 
marketing; the need for creative abil- 
-ity in design and in certain phases of 
production; the intricacy of labour 
relations; the complexity of mechan- 
ical problems; the immense difficulty 
~ of co-ordinating the ever-expanding 
= number of activities necessary to 
-smooth and efficient running—all 
these call for both executive and 
creative ability of exceptional charac- 
ter, yet nothing very special has been 
done to create any such ability. 

- Our fathers were convinced that 
directors were born and not made. 
Your son was therefore the ideal 
director. To-day we believe rather in 
training than in birth of natural 
© ability. 

Yet what business would not be 

-strengthened if it could secure another 
director or manager who could organ- 
-ize and would at the same time possess 

-a flair either for selling or for creative 
-= work on the production side? 
















have grown up with it. They will 
erstand it the better it may be 
d. Yet we so often wake up one 

ng to. realize. that a your 











The heads of the average concern 


Who Makes the Best Directo 


3 answers to 
the question... 





MEN WHO 
OUR 


apparently scratch staff around him a 
couple of years ago is overtaking us. 
How did that little crowd do it? 
Generally because somebody at or 
near the top possesses the ingenuity 
and drive which enables him to get a 
step ahead of us. 

At this point we begin to wonder 
whether growing up with the business 
is such an advantage after all. Would 
we have been better fitted to meet 
competition and changing conditions 
with a larger infusion of new blood? 





By 
CECIL CHISHOLM 


who says— 


The problem to-day is not 
machinery, but MEN ; Execu- 
tive men who can create, plan, 
control with a discernment and 
vigour whith keeps a concern 
pulsating with productive life. 
The heads of the average 
concern are too old. In 100 





- panies would obvio 














‘This is the first obvious 
The second is whether 
aged board possesses that 
and kick which chara 
young rival? 

Finally we ask ours 








elves, how 
this new and urgent ne 
quick ingenuity and vigorous 
be secured in the future? 










I believe that this question of age | 
is much more important than we — 
imagine. ae 
Without question too many of our _ 
businesses, both large and small, are — 
still in the controbof old men. The. 
fact is convincingly proved by a most _ 
useful piece of research by two oyr = 
pool economists’. This proves delim  ăć 
itely that the average age of a o oo 
thousands directors, forming 77% of 
the boards of a hundred well-known ooo 
companies, is no less than 63. No oon 
fewer than 42% are over 65, while - 
27% are over 70. oe Se 
Now University professors are com ooo 
pulsorily retired at 65 and directors of o 
the Bank of England st 70: h etue o 
that the age of directors in sm : 


pos o 
directors and managers. 
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ALL SALESMEN LITERATURE 
PRESS 


rapid decisions and ingenious planning 
seriously lowers the value of elderly 
executives to any business. For to-day 
time is the essence of the contract. Old 
hands are no better suited to the tempo 
of modern business than old feet. There 
is a real need for a retiring age to be set 
for directors and managers throughout 
British industry. 

Admitting the dangers of elderly 
executives under modern conditions, 
what field can be expected to provide 
the most promising abilities for man- 
agement? 

The reply to this is easy in the large 
scale business. Lever Bros., Ltd., 
Avery’s and Lewis's stores, all have 
training schemes more particularly de- 
signed for public school and university 
men. They can train their own 
material quickly; they can give men a 
wide experience of innumerable jobs in 
a very short time; and they can put 
men into posts of some responsibility at 
a very early age. 





SECRETARY 


ACCOUNTS 
PURCHASING 
OFFICE PERSONNEL 





WORKS affair. 


MANAGER 


FINANCE PURCHASING 


FOREMEN 
PERSONNEL 


But the average business can scarcely 
do this. Its managers are too busy to 
assist in the training of young execu- 
tives; to employ someone specially for 
the job would be too costly. Incident- 
ally, it would mean removing an able 
executive from the firing line. This, 
few of us can afford to do to-day. 

Is there a case for taking in a young 
executive, trained in modern adminis- 
trative methods, and putting him 
straight into an executive post? 

Everything depends on how far 
superior this trained administrator 
might be to any possible inside man 
in ingenuity, in drive, in dealing with 
men, and so on. Naturally much would 
depend on the man. 

But it is possible to analyse his pos- 
sible advantages in a fairly scientific 
way. This Professor Sargant Florence 


1“The Logic of Industrial Organization”, by Professor 
Sargant Florence (Kegan Paul, 10/6d.). 


IS HE 
TOO OLD? 


A good man, he 
grew up with the 
business, but has 
he that quick in- 
genuity and vig- 
orous drive which 
is vital to-day? 





BUSINESS for NOVEMBER, 1939 


PRE-WAR 


The pre-war organisation (left) was a simple 
Executives who then well fulfilled 
their tasks are not necessarily fitted to cope 
with the new demands of to-day. On the 
right Prof. Sargant Florence shows the 
construction of post-war business. . . . . 








has attempted to do in his book!. His 
table of comparative efficiencies of vari- 
ous types of directors makes stimulat- 
ing reading. The arguments on which 
he has awarded his marks are worth 
summarizing, for every mark has been 
most carefully awarded on a basis of 
evidence. 

Professor Sargant Florence does not 
believe that the self-made business man 
can co-ordinate activities; most of us 
could admit this. He does award him 
full marks for discovering ability in 
others, for initiative and that experi- 
ence of business which makes cautious 
with dividends. 

His analysis of the typical head of a 
family business is highly provocative. 
He believes that the head of a family 
business is ¿a clever co-ordinator, 
cramped by the restrictions of the 
family tradition. He is apt to con- 
sider the family before the expert. 

On the other hand, he finds the 
family head completely lacking in in- 
itiative, since he has not the urge to 
expand his company’s income so long 
as it is adequate to give his sons a pub- 
lic school education and to keep his 
relatives in modest comfort. At the 
same time, he is convinced that the 
family head ploughs too little back into 
the business, often pays too high divi- 
dends in bad times in order “‘not to let 
the family down’’. 

The abilities of the financier who 
comes into a business from the city are 
so varied as to be almost unpredictable. 
But Professor Sargant Florence is prob- 
ably right when he gives him full marks 
for caution in paying dividends. He 
may or may not have initiative for ex- 
pansion, but his desire for profits may 
well drive him in that direction. 


DIRECTORS OF 100 SAMPLE BRITISH COMPANIES, 1932 


Industry 


. Banking (Central) 

5 (Joint Stock) f 

. Commercial and Industrial 

. El. Light, Power, Gas .. nye 
. Engineering, Motors, Cables, etc. 
. Finance and Land gi ie 
. Coal, Iron, Steel .. 

. Insurance .. 

OH e's Wf a “et 
. Cables, Wireless.. S.. os 
. Railways .. n 

. Shipping 


l 
2. 
3 
4 
5 
6 
7 
8 
9 
10 


No. of 
whom age 
Known 


Total No. Percentage 
of f 


o 
Directors Sample 
o/ 

/o 





Average 
Age of 


Directors aged over 
Pete [ee [x [ep me 


15 


35| 10 


í 


23 


MANAGEMENT - CONTROL - POLICY 
POST-WAR 


. . «+ . This is the complex 
organisation which to-day's ex- 
ecutives are called upon to 
control. Mr. Chisholm discusses 
the best means of finding directors 
capable of this exacting task 








The same thing applies to his ability 
to combine with other firms. He may 
do so brilliantly as the result of his 
ability to grasp the possibilities or quite 
indiscriminately and foolishly, if he is 
of the feather-brained City type. 

Of the guinea-pig nothing need be 
said; or of that dubious asset, the inter- 
locking director. 

But on his scoring of the professional 
director I would join issue with Profes- 
sor Sargant Florence. It will be noticed 
that he marks him almost as highly as 
the trained administrator. This type 
of director, he argues, not being im- 
mersed in the business, sees the whole 
wood and not isolated trees. Thus he 
tends to over-ride objections and preju- 
dices in all directions. «& 

But why does he suppose that the 
narrowly-trained solicitor or accountant 
or engineer has executive ability? Too 
often he lacks it completely. Nor is he 
generally sufficiently flexible to oil the 
wheels of intercourse with other firms. 

It will be noticed that the ex- 
employee, the promoted foreman, for 
instance, comes out badly. On the 
whole, the narrowness of experience and 
education militates heavily against the 
efficient worker in a big executive capa- 
city. But there are remarkable excep- 
tions. And perhaps Professor Sargant 
Florence hardly allows sufficiently for 
these. 

On the scoring of the ex-technician 
nothing can be said. His lack of 
interest in profits will obviously lead to 
his backing a conservative policy on the 
re-investment of capital. 

It will be noticed that Professor Sar- 
gant Florence gives the trained adminis- 
trator highest marks. Taking all things 
into account, I think he is justified 
here. Modern administration commands 
elaborate and complete technique, and 
the trained administrator is the one type 


LINE AND Starr SYSTEM—SAMPLE ORGANIZATION CHART 


g as Finance Accounts Purchas- Wage Employ 


Superintendent I 


Foremen : A 
Number of | L 
Operatives : 40 


of executive who has had the oppor- 
tunity of acquiring it in full measure. 

It will be understood that we are 
dealing here with averages. We all 
know the self-made man, heads of 
family businesses, ex-clerks and brilli- 
ant experts who, having exceptional 
abilities, are ideal principals and direc- 
tors. But these men are the exceptions 
to the rule’ They over-ride circum- 
stances and break all the rules. 

No general policy for the discovery, 
training or promotion of executives can 
be drawn from such star performances. 
Admitting the superiority of the trained 


WHOM 
CAN | 
SELECT 
as the 
BEST MAN 
for the 
JOB? 


Superintendent II 





Psychologist 

Labour Manager +— Time 
and Motion 

Study 


Secretary 


Training 
ment [ : 
Depart 
ment 


ing Office 
ment 


Superintendent IIT Superintendent IV 


administrator, the cause of the problem 
remains. Will he have the nerve to 
expand the business under favourable 
conditions? For surely the acid test 
of management is whether the business 
does go forward efficiently and prud- 
ently when expansion is possible. 

This is precisely the test which Brit- 
ish directors are alleged to answer so 
badly. It is the current belief of econo- 
mists and business men abroad that the 
old British ability to expand a business 
has died out among our business chiefs. 

It was certainly very much alive in 

(Continued on page 46) 





COMPARATIVE EFFICIENCY OF DIFFERENTLY TRAINED BUSINESS DIRECTORS 


Types of Entrepreneur or Administrator 


. Self-made Entrepreneur .. 
. Family Head os 
. Financier .. 
. Director: 

(2) Guinea Pig 

(6) Interlockin 

(c) Professional Man 
. Ex-Employee 
. Ex-Technician ; 
. Trained Administrator 


Assignment of Marks in Respect of Factors in Administrative Efficiency 


Initiative 
Co-ordination | in large scale 
of work expansion 





E 


10 


BUSINESS PORTRAITS 





How He 





” business, to make real progress, 
should be controlled by one 
man.” That is what Mr. Brett 

contends; and he puts his contention 

into practice. 

Barimar’s is a big firm with a large 
. and highly-trained staff, and branches 
throughout the land. It is, also, a 
highly-technical business. But for all 
that, it is an essentially one-man con- 
cern. Mr. Brett, literally, has his own 
hand on every key control, and this 
without either becoming swamped with 
routine or missing any vitally import- 
ant detail through seeking to avoid all 
the small things which really are unim- 
portant. The balance is very finely 
held. 

There are two reasons for his being 
able to do this: first, he can unerringly 
assess the relative values of matters as 
they arise. Secondly, he has that rare 
quality in management, the gift of 
knowing exactly what to delegate to 
others for attention and what to keep 
for himself. 

Every morning he plans nine points 
to cover his day’s work. These are 
typed and put on his desk. Most days 
his programme is identical; but each 
morning he gets a newly-typed schedule 
just the same. He says he could not 
work to-day from yesterday's pro- 
gramme; besides, yesterday's sheet is 
covered with pencilled notes. 

When I asked Mr. Brett what he 
considered his most important job in 
the day, he replied, tapping the buff 
schedule: ‘‘To see that I do these nine 
things, and that I do them better to- 
day than I did yesterday.” And with 
him that remark is no mere platitude, 
not by a long way. 

His first job, after settling the day’s 
programme, is the morning mail. The 
post is opened early and put on his 
desk. Promptly at 9.15 he calls in 





TO-DAY’S 9 POINTS 


1. (9.15-9.30). Go through 
mail with departmental heads. 
2. (9.30-10). Deal with all 
urgent enquiries, particularly 
those requiring special quota- 
tions for repairs to be done by 
‘ Flying Squad’ on customers’ 
site. 

3. (I10-10.30). Receive figures 
of previous day’s output, and— 
4. Figures of previous day's 
orders, quotations. 

5. (10.30-12.30). In works 
discussing with manager and 
foreman ways to increase out- 
put and urge through “wanted 
at once” orders. 

6. (1.30-3.30). Prepare articles 
for technical journals, and— 
7. Data for the next week's 
adverts, 


8. (3.30-5). Interview cus- 
tomers, travellers, 
9. (5-6). Fortnightly confer- 


ence with departmental chiefs. 
Discuss creative planning, de- 
velopment of existing welding 
processes, introduction of new 
processes, suggested advertis- 
ing, factory and branch ex- 
tensions, etc. 


every departmental head. These execu- 
tives stand round Mr. Brett's desk 
while he scans every communication, 
commenting on each as he passes it to 
the appropriate executive for action. 
Urgent inquiries for quotations, re- 
quests for particularly high-speed ser- 
vice and matters relating to compli- 
cated or difficult jobs Mr. Brett reserves 
for his personal attention. He follows 
them right through until completed. 
The next two jobs are rolled into one. 
Figures for the previous day’s output, 
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His Business Day 


C. W. BRETT, MIYE: 


Managing Director, Barimar, Ltd. 


* 


An Observation By 
P. G. HARTLEY 


* 


orders and quotations come to him in 
statistical form from automatic calcu- 
lating machines. 

It seemed unusual to me that this 
business man, an experienced engineer, 
should prefer his statistics in figure 
form and not in graph form. Still, the 
complexity of lists does not hide the 
significance of figures from Mr. Brett; 
he can read a full page of figures as 
accurately as most people can read a 
graph. 

He does not spend long on these fig- 
ures; twenty minutes or so and he aban- 
dons the office for the works. 

Here, until lunch-time, he discusses 
with managers and foremen every tech- 
nicality from formulæ and design im- 
provement to speeding up output and 
service. 

At this time, also, Mr. Brett does his 
own follow-ups on the rush jobs allo- | 
cated to himself from the morning mail. 
He is in the works, on the spot. He 
can see where everything is and can put 
the necessary push behind it. 

Barimar customers have come to take 
for granted the fact that their emer- 
gency orders are completed to time; 
they know that the personal attention 
of the managing director is behind 
every such order from start to finish, 
as this particular point of service is 
stressed in a small booklet which every 
customer receives. 

Mr. Brett is a prolific writer in the 
technical Press. He writes because he 
enjoys doing so and because he is a 
master of his subject. He also believes 
strongly in the indirect business value 
of sound, authoritative editorial matter. 

He takes a keenly analytical view of 
advertising. He knows selling and the 
real principles underlying it. He pre- 
pares all the firm's advertising copy, 
spending much time in rearranging and 
polishing the details till they are 
exactly as he wants them. 

From 3.30 till about 5 p.m. he 
receives callers. Customer or salesman, 
they all receive a courteous welcome 
and a cordial invitation to dip into the 
box of cigarettes which seems never to 
become empty. (Continued on page 48) 
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A £30,000 ECONOMY 


is story concerns a large depart- 
ment store, a very old-established 
one, and, until recently, a very con- 
servative one. Its management have 
just finished 12 months’ working of.a 
plan to save £35,000. The plan fell 
£5,000 short of the ideal, but it proved 
the truth of the adage: ‘“‘It is never too 
late to learn.’ Yes, it took the board 
of this old-established concern right up 
till 1932 to realize that a drastic re- 
adjustment to meet the changed condi- 
tions of modern trading must be made 
if any profits were to be collected. 

All through the slump years this con- 
cern dragged on, barely getting home 
each year with enough in hand to pla- 
cate even the very conservative and 
tolerant shareholders. In fact, by the 
end of 1931 the thin end of the stick 
seemed to have been reached. The next 
year, 1932, would see a loss if some- 
thing wasn’t done about it. 

Coincidence—I almost said Provi- 
dence—then came to the aid of the 
board. A senior director died, and his 
son was elected in his place. 

I should like to mention the name of 
this young man, but I have not the per- 
mission of the directorate to reveal any 
identities. However, to this young 
man’s knowledge of to-day’s demands 
in business, plus his executive energy 
and power to put over his ideas in the 
face of heavy opposition was due the 
contented smiles of the shareholders 
when they learned the pleasant news of 
an increased profit in the 1932 balance- 
sheet. 

But the shareholders did not know, 
of course, what a fight the young direc- 
tor had had to shake their hundred- 
years’-old concern loose from its rusty 
chains of tradition. 

I saw this young executive in his 
office soon after publication of the 1932 
figures. ‘‘Lord, what rows we had,’” 
he told me. ‘“‘But we simply had to 
fling our Jonahs overboard. We had 
to do it, Poulton, or we should have 
been sunk, and no ‘ifs’ and ‘buts’ about 
| ale 


We fixed a Definite Cut 
Then Aimed for it 


Here, then, in brief, is the story as 
it was told to me: 

“A survey at the end of 1931 showed 
quite clearly that to avoid a most un- 
pleasant position in 1932 we must do 
two things: (a) we must save a big 
sum of money in overhead expenses, 
and (b) we must at the same time create 
a bigger turnover. That is, we must 
make substantial gains at two points 
simultaneously. 

“We decided first to concentrate on 
making the saving in overhead. The 
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PUT NEW LIFE INTO 
THIS OLD CONCERN 


By F. T. POULTON 
FROM AN INTERVIEW WITH A DIRECTOR 





THIS IS WHAT WAS WRONG 


-K ACCUMULATED STOCKS of slow and non-moving lines, plus gra- 
dual expansion of non-productive departments had so encroached upon 
selling space that expensive additional buildings had to be acquired. 


-K BUYING on old traditional lines resulted in a strangle-hold on 
turnover speed. No department was ‘pulling its weight’. Expenses 
were out of all proportion to turnover and profits. 


4K SELLING was uninspired; poor displays, unimaginative lighting, 
inconveniently arranged floors made very little appeal to customers. 


THIS STORY explains how an energetic director found the remedy—. 


and applied it. 





work involved in this, we considered, 
would help materially in pointing out 
the way in which turnover could be 
expanded later. 

‘We judged that it would be best to 
fix a definite sum and then go out to 
lop that off the expenses rather than 
fiddle about with little savings here and 
there, trusting to their aggregate at the 
end of the year amounting to something 
useful. In other words, we would create 
a sort of budget and wor’: to that. 

“To do this my staff and I, every 
night for a month, courted nervous 
breakdown in an exhaustive analysis of 
1931's position. We examined details 
of all administrative and overhead ex- 
penses, from rents and insurances to the 
lift girls’ wages. We examined the store 
department's returns, purchases, sales, 
stocks, advertising, window dressing— 
everything. And what a sad tale they 
told. 

“High and dry above everything else 
stood out the story of the turnover rate 
and the huge stocks carried. The turn- 
over speed, taken on the average, would 
have shamed many a country town 
shopkeeper. Stocks were large, much 
of it years old. All of it, of course, was 





good 
in the first place, but the demand for 
it had practically ceased. Buyers, how- 
ever, had been continually adding to it, 
pile after pile of absolute junk—that is 


ff, had cost a lot of money 


what it amounted to. 
wouldn't look at it. 

“Then there were rents and mainten- 
ance, a huge figure. Twenty years pre- 
viously the management had thought 
the business was expanding, so they 
rented an annexe, a quite large build- 
ing adjoining our own. I could see 
pretty clearly that the present turnover 
certainly did not need any more space 
than that offered in our own building, 
so we put a question-mark beside the 
annexe. 


The public 


Non-Productive Spoces Made 
Into Profit-Earners 


“A tour of the departments also told 
a tale of woe. Almost every floor had 
huge partitioned spaces occupied by 
nothing but stocks and managers’ or 
buyers’ offices. All this non-productive 
room encroached upon the selling space 
and had had the effect, during the years, 
of creating the illusion that our main 





had p ot seen nth light of day te for many 
a year. Room for a tremendous clear- 
‘ance here. 
“Thus there was plenty of material 
the start to chop our axes into. We 
lanned at once to get all our business 
back into the main building and to get 
rid of the annexe. 

“To do this we planned to install new 
_ lighting and a few counters in the base- 
- ment and to hold a colossal sale. We 
= pressed the builders and electricians to 
make this transformation in a week. 
`. They did, and we dumped in all the 
0 dead stuff, ordered every department 
. bead- to scour his own department and 
fo rout out all ‘slow movers’ to pack 

into the sale. 
ees ‘By special letter we advised all our 
` credit customers of a ‘never to be re- 
peated’ bargain sale. We advertised it 
in the Press; our prices were slashed 
“without regard to cost. Beautiful stuffs 
vere jobbed off for practically nothing. 
‘he plan went over with a bang: it 
rought in a certain amount of money, 
bove all, it cleared us of junk. It 

pace for our new ideas. 


planning Old Floors Made 
~ Room for New 


“The next move was a wholesale pull- 
ne-down of cupboards, cubby-holes and 
lleged offices in every department 
t roughout the place. Dark corners 
‘were probed, nooks and crannies 
































-began to see how many 
eet of valuable area we really 
he main building. In conjunc- 
th. ithe builders’ a digs we 






store. eee 
oo We gave up the annexe almost right 
a away (by the condition of the lease we 
_ were fortunately able to do this). This 
= meant we could cut off a big expendi- 
= ture in rent, heat, light, cleaning, etc. 
“The builders drew out a carefully- 
-detailed plan of how the departments in 
the annexe could be brought over and 
__ placed within the main building. The 
transfer was then made complete in 





ee alterations had been made. 
“Next we called a conference of 
ues buyers and departmental heads. We 
explained fully the reasons for our re- 
He organization. | -We laid down maximum 
and minimum stocks. As nearly as we 
oori could we fixed rates of turnover, divid- 
ing the departments so that a good 
average speed for each department 
could be allocated. Buyers and depart- 
ment heads were instructed to work in 
conjunction with one another, and not 
: largely on their own as hitherto. No 
department was to have stock loaded 
pon it merely because of a buyer’s 















ee caprice or because he had bought any 


three days after the necessary structural — 








rganisation scher 


o this kind one of the me 
important tasks of manageme i 


is to Sell the Staff onthe idea || 
and to KEEP them sold on it | 


particular lines regularly for years past. 
Pure tradition was to be swept aside, 
to be replaced by buying carefully 
based on observation and study of 
current and future needs. 

“Thus we made a good clearance. 
We cut a huge figure from the rent and 
maintenance accounts; we secured a big 
reduction in insurances by relinquishing 
the older building, reducing our stocks 
by about two-thirds and by having 
them concentrated in a more modern 
and safer building. 

‘In the departments themselves each 
head was provided with a small stan- 
dard-size office and a small space for 
emergency stock. Buyers were given 
similar accommodation along one side 
of the basement which was continued 
as a permanent department. Nothing 
else was allowed to encroach upon 
actual selling space. 

“After the conference about stocks 
and turnover to which buyers and 
department heads had been called, the 
whole of the rest of the staff was 
assembled and the plan was ‘sold’ to 
them. They were shown exactly shat 
turnover speed meant to the firm and 
to them individually in the way of pos- 
sibilities for advancement and increased 
salaries. 

‘‘Window-dressing, interior display, 
counters, etc., were all reorganized to 
make wider and stronger ‘appeal to 


customers and to speed up sales. A’ 


new delivery plan was put in, whereby 
any goods bought by customers up to 
2 p.m. were delivered the same day. 
Post orders were filled and posted the 
same day. A feature was made of this 





had sorely shaken the tradition 
= they had worked for years, ' 
~ merely. ‘one of those modern fads a 








“One of the things we had to be most 
careful about was first to sell this re- _ 
organization plan to the staff and men 
to keep them enthusiastic about it so. 
that it would have an PERRE good j 

effect as time went on. o 


How The Staff Was Sold 
On The Idea 


“To do this the first two meetings 
held were in the nature of shakings of | 
the executive stick. We made them as 
informal as we could; refreshments were 
served, and the proceedings were just 
common-sense talks. We particularly: _ 
stressed the fact that the clean-up was 
not a campaign to see who's services _ 
could be dispensed with. On the co 
trary, every buyer and departmental 
head was urged to remain with us and 
to assist in the creating of better oonc 
tions for themselves. l 

‘The same procedure was fo 
the mass staff meeting until w 
definitely that everyone was really. sold 
on the idea. 

“As I said, we aimed to save £35,000 oc 
in 12 months. Actually, we have save 
in cash expenditure, about £5,000 sho 
of that, but we have secured the more 
rapid turnover which we sought, and 
this has considerably increased the 
revenue side of the business. We have, 
therefore, made our gains at both ends 
But what is more important, we hat 
gained infinitely in the goodwill of bo 
our staff and our customers. We ja 
started a new line of progress, k 
will admit, but our directors are no 
convinced that we have a very pros £ 
ous future ahead.” 

























6 Questions ftor Management 


ne of the greatest catering concerns 

in the country—and one of the 

most prosperous—frankly declares 
that its profits come largely by the 
almost total abolition of waste. One of 
the major duties of the management of 
this great concern is to conduct a never- 
ceasing war on waste. In every office 
and every factory waste can occur so 
easily, yet how infrequently does the 
top executive, the management, con- 
cern itself directly with this insidious 
drain on profits. Have you, in your 
organization, found satisfactory answers 
to these six questions :— 


1. At what points in production do 
the greatest wastes a a. 


occur? 





2. Have you any special methods for : 
keeping attention focused on — 
waste at these points? €00 0 oco 


3. How do you decide optimum. out- a 
‘put for machines and operators? ne 


4. How do you decide when new 
machines may be profitably | 
introduced to supplant old | 
ones? : n 

5. What wage payment or incentive 
systems do you find are giving 
the best results at the „pre , 
time? 


6. How do you ensure generali 
minimum wastage of mat 
and a maximum usage 
ee oiled units and ena | 
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WHAT 
Other Executives Do 








Plans and Half-Minute Ideas communicated to 
BUSINESS by Executives in many industries. 
The examples are taken at random from our 
record and correspondence files. Can you 
fit any of them into YOUR organisation? 








conference. To engender the 
most friendly relationships we 
hold it at 11.30 a.m. over a light 
lunch at a nearby restaurant. 
This lunch is a standing order for 
which the firm pays, and it is 
held early so that those who 
want to get away by 12.15 or 
thereabouts can do so. A short- 
hand note is taken of important 
arrangements and decisions, and 
these are later typed out in 
official memo form for necessary 
action. 

“Definitely this lunch-confer- 


all inquiries arriving by first post must 
reach the estimating department by 8.30 
a.m. By 1o a.m. the first estimates will 
be completed and passed on for scaling 
down. By 12.30 the ‘scaler-down’ will 
have finished the first batch of revised 
quotations and sed them to the man- 
agement for O.K. They will be in the 
post to customers the same day, a big 
speed-up, as, by the old method, it was 
24 hours before quotations were posted.” 





Mr. 
Crystalate Gramophone Record Manufacturing 
Co., Ltd., says: “I regard the system of 
encouraging managers and workers by an 
attractive and progressive salary increase as 
a better incentive than profit sharing. Under 


D. Warnford-Davis, Chairman, The 


the latter, when uncontrollable circum- 
stances are bad, employees may work extra 
hard to defeat the bad tintes, yet they have to 
forego their benefits. This, | think, is unfair” 


+ + 


‘‘rver since I have been in control of a 

concern, I have made it my business 
personally to engage all male staff, even 
juniors. During the interviews with them 
I do not regard as of primary importance 
the scholastic achievements (of juniors) or 
the individual business achievements of 
prospective executives. When I engage 
the latter I keep the conversation on fairly 
wide business topics, allowing the appli- 
cant to do most of the talking. In this 
way a man will invariably indicate, quite 
unconsciously, the particular subject in 
which he is most interested. He will also 
reveal how he regards it. If he is narrow, 
critical without being constructive, if he 
is destructive of personalities, then I 
promptly close the interview. That man 
will never be happy in his job. And it is 
a primary aim of this concern to have 
every employee happy in his or her job.” 


+ + 


E eteo costs very little, but it can 
have far-reaching results. We were 
amazed at the response aroused by a 
small, well printed slip which we tried as 
an experiment, attached to receipts for 
instalment payments. It read: ‘The 
management wish to thank you for the 
rompt settlement of this instalment.” We 
fave adopted the plan permanently.” 


+ + 


if @ hess of our greatest difficulties is to 
keep a cordial relationship between 
head office and works executives and to 
prevent that insidious ‘passing the buck’ 
when anything goes wrong. I think a 
good many big firms do little to avoid this 
difficulty because they keep head office 
and works officials almost strangers to one 
another. ; 
“Every Saturday morning we ‘get 
together’, as we call it. This is a confer- 
ence of all executives, including those from 
the works. It is not, however, an ordinary 


ence is one of the most successful 
things we have instituted. We 
used to hold the conferences in 
my office, but there was always 
an ‘on duty’ feeling about them. Now we 
have a more personal feeling. We appre- 
ciate each other’s jobs the more, there are 
never any ‘let downs’—and our business 
has steadily increased." 


+ +è 


“We operate our business by budget. 
Once every month we hold a lunch- 
conference devoted to budget discussion. 
Every executive is given a chart on which 
his Ni lg he is plotted and compared 
with the budget line. It is thus easy for 
each department head to see at once how 
his expenses are going—in keeping with 
the budget or too tar above or below. 
Here, in a friendly spirit, adjustments are 
made to suit each case. Not the least part 
of the fun lies in the fact that the execu- 
tive who has most exceeded his budget 
without good reason or official sanction 
has to stand drinks to the assembled com- 
pany. The chaffing and leg-pulling to 
which the victim is subjected is a won- 
derful curb to thoughtless expenditure.’’ 


+ +è 


ó o= business is to make small engineer- 

ing parts. Upon receipt of an in- 
quiry our estimating department used to 
send a quotation right away. These 
estimates were fairly keen, but a gradual 
falling off of business proved that they 
were not keen enough. 

“To remedy this we are now dividing 
our estimating department. The chief 
estimator will work as before to get out 
the closest quotations he can, but instead 
of then passing them direct to customers 
they will pass to a second expert who will 
‘scale down’ every possible item to a still 
keener price. He will examine every 
factor of cost: raw material, labour, opera- 
tions, and even pecking and dispatch. 

“This plan will not delay the dispatch 
of quotations. We have laid it down that 


“We like our executives to mix together 
as much as possible,’ is another 
executive's viewpoint. “At our head 
office all the executives’ offices are on one 
floor. One man can therefore easily drop 
in and see another without loss of time. 
This contrasts with one well-known firm 
I was associated with. There the various 
executives’ offices were scattered over five 
floors. It took an hour to visit two or 
three. The result was the departments 
tended to become water-tight, insulated 
from one another. As managing director, 
my office is on the same floor as those of 
all the other executives. I can visit any 
of them without loss of time, or they can 
come in and see me—except when I switch 
on, from my desk, a mi red light fixed 
outside my door. This indicates that I 
am engaged. The one floor idea encour- 
ages mixing.” 


+ + 


“We refuse to allow anyone who feels 
unwell to remain about the office. 
No executive suffering from the onset of 
‘flu, a cold or anything else, can do his 
job efficiently. Moreover, he is bound to 
affect others. The moment a man is sick, 
off he goes. The man himself benefits by 
quicker treatment at home and absence of 
worry about his job. The company 
benefits in two ways: (r) by the illness 
being confined to one individual instead 
of spread throughout the office, and (2) by 
getting the individual fit again and back 
to work more quickly. The gross yearly 
hours of costly absenteeism have substan- 
tially decreased since this plan was put 
into force.” 


+ è 


“A register of suitable ‘digs’ for em- 
ployees is kept at our various branch 
offices, as we find it necessary to transfer 
men from one centre to another fairly 
frequently. The rooms are inspected by 
our welfare officer. We find it pays to 
look after the out-of-working-hours’ com- 
fort of our employees.” 









































































goes on. improving. 
“there are four important 
derlying factors affecting trade: 
A favourable, two doubtful. But, on 
_balance for us in Great Britain, the 
rood far outbalances the doubtful. 
) At home and throughout the Em- 
>- pire all indications point to an 
accelerating up-turn; 
In worid ‘trade, tight-bound con- 
ditions are beginning to unfreeze; 
) The American situation is in- 
~ creasingly uncertain and there- 
= - fore unfavourable; 

4) Political uncertainty has in- 
~ oc creased in the last months in two 
ee centres—Germany and Japan. 
eee Offsetting this, political condi- 

«tions are improving in two other 
$ regions—the Balkans and South 


nemplo: ment Down 
st Industries 


oyment in Great Britain is 
own by 74,000 in a month. 
ent is up by 86,000. The 
‘recovery in our trade is mirrored 
September unemployment figures 
wed with January—and this tabu- 

Iso points to the prosperous in- 
Hes where orders lie: 





! Iron and steel trade: unemploy- 
= ment down by 30%; 

—Engineering: unemployment down 
| BY. ea. 
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~~Metal trades: unemployment down 
by 30%; 


—Woollen Taner, unemployment 
down by 52%; 
—Hosiery trade: unemployment 


down by 50%; 

—Coal mining: unemployment down 
46,000 in one month; 

-—Pottery : unemployment down 7,000 
in one month; 

-~—Cotton trade: unemployment down 
11,700 in one month; 

—-Boot trade: unemployment down 
4,000 in one month. 


This steady drop in unemployment 
over nine months has produced a most 
significant result: a credit balance in 
the unemployment insurance fund of 
nearly £3,500,000 in the last six 
months! The importance of this on 
our national credit, on taxation, and 
consequently on trade, cannot. be exag- 
gerated. 


Staple Industries 
Recovering Fast 


eoe manifests itself in nearly 
every direction. The wool industry 
is more active, exports up compared 
with last year, increased retail buying 


LONDON DISTRICT: Current reports 
show that business is still brisk, and the 
future appears to be a cheerful one. Most 
trades and industries show some improve- 
ment, and finance appears to be fairly 
easy. 


EASTERN AND SOUTH-EASTERN DIS- 
TRICT: On the whole there is very little 
change in the position of this area. There 


has been a shortage of some kinds of fish. 
which has forced the price up. Agricul- 


ture is no different. 


MIDLAND DISTRICT: This area is 
busier than ever. There is a brisk demand 
for iron and steel. The motor-car industry 
is still booming, and the many trades 
which serve the motor industry are busy. 
Reports from the heavy engineering sec- 
tions show only a slight improvement. 
Business in electric fittings and furniture 
has improved, but the jewellery trade is 
a little quieter than it was last month. 


WEST AND SOUTH-WEST DISTRICT: 


Not much change, but all the signs are 
Trade is steadily improving, 
and important commodity prices remain. 


favourable. 









firm. Clothing prices have advanced con- 


In Wales there is some slight improven 





better 


THE SITUATION THIS MONTH 


slight improvement, and the slump i 
‘price of flax and: a has been stayed 
ry is a little þ 


both at home and abroad. Rayon: pro- e 
duction last month was 50% above a 
year ago. Fishing is facing a revival: _ 
docks being extended, new trawlers 
building, employment increasing. Even _ 
cotton is up slightly, as the decrease in _ 
unemployment indicates. = oe 
Pig iron production is up by nearly _ 
40% on last September; steel production _ 
up by 20%. The figures have now been 
steadily rising nearly every month for _ 
a year. Sheffield alone has produced 
27,000 tons more a month than a year __ 
ago; the average output for the whole _ 
country this year has been a round fig- 
ure of 100,000 tons a month over 1932. 
New works and extensions are being _ 
planned. Coal is showing big increases  _ 
in employment and production, Even | 
shipping, the docks and shipbuilding, ae 
show improvements. ee 
So, for the first time in many years, 
all our staple industries—cotton, coal 
iron, shipping and shipbuilding—atè 
the upgrade. 
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Electricity’s 10%, 
Consumption Increase 


provincial bank clearings are up: i 

September 4% above last Septembe 
and October beginning with a- 22% 
crease above the same week of last 2: 
Railway traffic is up: both in mone 
value, in tonnage and passengers. Elec 
tricity consumption is up by nearly 10° 
on a year ago; half a million more user 
are being supplied. The Post Office } a 


NORTHERN DISTRICT: Busineds” Su 
very little better, and cotton does not 
appear to be recovering very rapidly. 
Engineering remains steady, and the in- _ 
creased demand for timber is maintained. __ 
This area really depends on the improve- _ 
ment in the cotton industry before ee 
trade will take a big step forward. ae 


NORTH-EASTERN DISTRICT: Although ee 
there is a slight drop in unemployment _ 
in some industries, there is really very _ 
little improvement to report. The demand _ 

for coal and coke is about the average for | 
this time of the year, but shipping does __ 
not appear to be advancing, alrnough a 

freights are somewhat better. 2 ae 


SCOTLAND: Conditions are still slow oe 
throughout trade and industry in Scot- 
land, but there are signs of coming im- __ 
provement. Coal production is not so high __ 
as it should be, and there is plenty of room 
for PROVEDENE in shipbuilding, = 





IRELAN Di Faring has maintain 














l and therefore to be expected, 
n building, public works contract- 
the tailoring and distributive 
ades, and in hotel and poraing nous 
vices, 
‘Retail sales in September were 1.7% 
under a year ago, but the number of 
_ persons employed in retailing increased 
by 1.8%. This would seem to indicate 
that, although the money turnover de- 
= c ereased, the volume of goods sold may 
= -have increased. Furthermore, in the 
- -statistics of retail sales are not included 
such commodities as motor-cars, petrol, 
=- and almost the whole class of ‘‘capital’’ 
> goods. We know that in these lines 
business has largely increased over a 
<= year ago; so that without doubt pur- 
_. chases of all lines of goods have in- 
creased with a year ago. 


Coal and 
Shipping Improve 
“whe improvement in coal, shipping 
c+ and shipbuilding requires special 
‘mention, because if continued it will 
be of great significance in eur continued 
improvement. Coal showed the largest 
‘unemployment decrease of any industry 
last month—46,000. Production is in- 
creasing—in one alone of the last four 
eeks it rose by 385,000 tons. Higher 
-quotas have for two quarters in succes- 
sion been allocated, amounting to 
4,000,000 tons. The Coal Utilization 
Council recommends spending {£60,000 
to develop home markets through re- 
search and propaganda. Oil-from-coal 
lants are being projected for South 
Vales. Steam turbines may replace 
‘Diesel engines and so make for more 
‘coal consumption. 
Hee Po at the chief ports are begin- 
ing to reflect the improving trade. 
er cargoes are being handled; 
the am nts of gain and fruit especially 
“much increased. At Liverpool 
erths are being booked for a week 
and more ahead. At Blyth, in North- 
ii umberland, all previous records of coal 
oe shipments are being broken this year. 
Figures of idle tonnage on the first 
of last month were 19% down on the 
_ preceding quarter, 27% down on a year 
pies ago, 
-has increased by 27%. 












































7 Exports and Imports 
Big Jump 


poe Mest significant is the improvement 
ae as reflected in Exports and Im- 
ports 
ee _-Exports up 4% on last month, by 
the big figure of nearly 23% on 
a year ago; while re-exports rose 
by 17%. All an indication of 
increased international buying. 
Imports were up by 2% on last 
month, over 6% on a year ago; 
all the latter was in raw materials 
again a good sign of ae 
al trade. 











only” st and hens oie all 


Ship tonnage under construction Bills, 










; This is e "first decline 
since March, and between March and 
September there was a rise | 

The recent ‘drop was to b 
As we foretold six months ago, some 
rise in commodity prices was legitimate 
because of the considerable betterment 
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in all-round trade; but much of the too ih fae cee rs Ys mS ct nt see ee ade 
rapid rise in the spring was due to arti- sae tO = oe ne 
ficial American stimulus which could 5 Se ie es a oe ws ms as 
not last and which was, in fact, a bad saaeees ee De a ae oo 
element. It is all to the good that in Fo) Sa SN Se Me NL A A e 2 
spite of this drop in commodity prices BENIN a ie oon ae 
our production and exports are stil] s RISIEN o op 
rising. isan es : a te SOE 7 

Just as gratifying is it that the cost; fof i ae 
of living is the same as a month ago, T o 
and is 2% down on a year ago at the| æ pa ee 
figure of 141. If employment and pro- 6 8 ae 
duction and exports go up and the cost; #4 Puy=E=i oe 
of living remains steady, it means that 6 =o== oe 
the increased earnings of the com-| 9 #fcfcbopt™ TA 
munity will buy just that much more 5 ae ane ma a a a 
goods and so call for that much more ‘os fea 
production. Ja = 


cost oF Livin G > ° 

Decreased Taxation E PRICES 
a Possibility 
BB cap the optimistic evidences have 

come encouraging Government 
revenue figures. Ordinary revenue is 
up by {7,000,000 on a year ago; 
expenditure is down by £35,000,000. 
On balance we are {42,000,000 better 
off. It looks like a Governmental sur- 
plus at the end of the year. And this 
must mean a decrease in income-tax 
and in other taxation. 

Three influential members of the 
Government have during the last few 
days pointed out specific evidences of 
better trade outlook. Most significant, 
perhaps, is Mr. Runciman’s plain state- 
ment: “We have helped the coal in- 
dustry—now we are going to help 




























cotton and other staple industries.” yi pala -= 
Stock markets are barometers of on nas as nou a MED O SN omer 

coming trade weather. Industrial shares : sae a a er a a a A 

have shown a steady rise of months (Ace ee oes eee oats 

past, even discounting, in the extent of eS oe ae : 

this rise, present earnings. This means ‘ste DN a et 

that shrewd observers believe the im- ao 


provement in trade will continue. 

An equally significant barometer is 
the rise in discount rates on Treasury 
: It means that most commercial 
bills are coming on the market, that 
trade is needing and using more credit 
~an indicative of sound business 
expansion. 


The Steady 
Upward Trend 


Twi gist of it all is that, compared 
=e two years ago and even a year 
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meas decline in unemployment has 
not only been checked, but the | 
tide has turned towards a rise in | 
employment; | 
—~the fall in exports has not only} 
been checked, but the volume of : 
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the complete service for 
manufacturers and exporters 


Clifton House, W 
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house magazine is a vehicle of 
ormation, it creates *goodwill and 
juilds sales. There is an infinite 

ty of possible shapes, sizes and 
‘Styles, from a simple card to a full-sized 
t is the best form? 
i aanney should be spent on 






















seems a fairly simple solution to 
“take a thousand pounds out of 
; lera] appropriation and get out 
st house organ you can for the 
", or in some other case to decide 
‘spend {500 this year for a house 
an and see what happens’”’, or again, 
‘let’s have a little eight-page brochure, 
won't cost more than {400 or £500”. 
ea are. the wrong ways to go about 
it 














The right way is to go through a 
smporary process of trial and error. 
tart with a budget. Base it upon these 
factors :— 

i. The present number of customers. 
2 The average profit each one gives 

z you. 

ge “The annual rate of loss of cus- 
- tomers. 










Art, photos and blocks 
Envelopes at ros. per 1,000 
Addressing at ros. per 1,000 


Postage at 4d. per piece ... 
Editing and writing s 
Overheads and incidentals 








Printing 10,000 copies of 24-page | 8vo booklet and cover 


Enclosing and dispatching at 58. per 1 1,000 





ae sng 


ratio of addition of new cus- 
tomers. 


A period of at least five years past 


should be taken under review when 
calculating on the above items. 

Now to 
budgeting. 





selling to the public through recogni 
retailers. The firm has a mailing list 
of the names and addresses of 10,000 


concerns all of which could handle its 


products. -Out of that number 4,000 
are regular customers. 
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5,000 brochures 
Art and blocks ae se 
Envelopes at 7s. 6d. per 1,000 “ae 
Addressing at ros. per 1,000... ss 
Enclosing and dispatching at 5s. M 
Postage at }d. per piece .. ‘xs 
Editing and writing bas <a 
Overheads and incidentals 
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Instructor ‘in Direct Mail; 


7. The expectation of expansion in 


give some examples of 
First let us take the case 
of a manufacturer of hardware lines 
ized 


Each customer E 
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month per customer from 
(often a mere f 
costs or r genera ; 














more? It seems 

Let us see v 
money thus pro 
time get a gan 
results. ae 







































k zo 


penp £0. 3 


see 















LEi SAES SEO O 


epee eee ee rani aanika tnd 
NaLa an Kaari iina a E n E SA AAR h has 


over and £2,000 axtra neti pronk 
estimated cost of the house organ is BOE 
almost justified. We may, however, es 
look for some new business arising kom 
the other 6,000 names on the maling last. ee ee 
What is reasonable? Can we a eck 
to secure a net ire oe 
crease of S00 new 
customers? If we 
do so, and if we 
make allowance for \ 
these, being new, 
only purchasing half 
the goods taken 


The ; 












fit E by old | ones, | | that 


7 


- is becoming ever more important 


18. 


£3,500. Deduct the estimated cost of 
the house organ, which, on this show- 
ing, should pay for itself and make a 
profit on its own account of £360. 

Take another case. A printer has 300 
customers spending an average of {160 
each. He buys a mailing list of 5,000 

names of known buyers of print. 
His turnover is £48,000, and net profit, 
at 5 per cent, £2,400. He budgets for 
a monthly magazine in the form of an 
eight-page brochure in two colours, 
reckoning to use a good number of 
sketches and/or blocks by permission 
of customers. This is the expense 
estimate :— 

If he succeeds in inducing present 
customers to extend their buying by 
only £25 each, that gives him £7,500 of 
extra turnover, and if he wins sixty 
new customers with accounts averaging 
{100 each, that gives him another 


£6,000, a total of £13,500 of new busi- 


ness with an extra net profit of £675. 
In this case when we try to balance the 
budget we find an estimated deficit of 
$297 1 


os. 
The method, however, is proving its 


BUSINESS for NOVEMBER, 1933 





“The House Organ has pulled more business than all our 
other advertisements put together.” This statement sum- 
ming up the working plan of a house organ run by a well 
known company (see BUSINESS, September) prompted 
many of our readers to enquire what it cost to run such a 


publication. 


This article, which we publish by permission 


of the “‘Advertiser’s Weekly,” gives a basic idea of costs 
and a method of budgeting expense for special requirements 





value. If the printer feels convinced 
that a house organ is the right thing for 
him, he can now take two courses: 
reduce the size of his list and/or lower 
the quality of the proposed magazine, 
or go ahead and endeavour to secure 
sufficient new turnover to make the 
house organ account balance itself 
before the end of the year. He would 
certainly be justified in doing so because 


a definite amount of goodwill will be 
created which cannot be measured in 
actual figures. 

The same method of budgeting can 
be employed by any firm, no matter 
how large or how small. It only 
remains to add that, having started in 
this practical way, a separate house 
organ account should be opened, and 
a record of costs and results kept. 





THESE LINES WERE 


IN THE DOLDRUMS 


Then Came NEW PACKAGES 


“gm esign in industry is a grim neces- 
sity. . . . If we can get a great 
band of designers together I will 

remain for ever a Free Trader, for, in 
combination with quality . . . design 
will sell the goods. New trade will be 
controlled by design, and not by 
tariffs.” 


Sir William Crawford thus voiced a 
great truth when he spoke a little while 
ago before the Design and Industries 
Association. 

Referring to the package, the Prince 
of Wales emphasized the same truth 
when he said: “The appeal to the eye 

Of all the aids to sell more goods no 
single factor has been so outstandingly 
successful as the package. New and 
better containers have put fresh life into 
countless languishing products, just as 
new products have owed their success 
largely to an appeal evoked by useful 
and/or attractive packaging. 


Olive Oil Sales Up 
70 per cent. 


pane enaactarer of olive oil for a cen- 
tury distributed his product in ordi- 
nary, cheap bottles. Retail chemists 
sold this brand of oil as a purely utility 
product: they never offered it to custo- 
mers unless it was asked for. They 
never displayed it because it did not 


look well enough on their counters or 
windows. On top shelves, beneath 
counters, and out in back sheds was 
where they kept it. 

This manufacturer was persuaded to 
try a more attractive container as a 
counter to falling sales. He was scep- 
tical at first, but the outcome was a 
modern, high-shouldered bottle of semi- 
classical design, with a screw cap in- 
stead of a cork. 

Directly the new bottle appeared the 
oil became a different proposition. The 


This package gives new selling points to a utilitarian product 





By 
F. W. HUNT 


beautiful lines and colouring of the con- - 
tainer won it a prominent place in the 
best windows, show-cases and on coun- 
ters. Furthermore, this artistic pack- . 
age, plus a new leaflet, explaining the 
toilet value of olive oil, appealed to the 
artistic senses of women who at once 
took it up as a necessity to their toilet- 
tables, and not only for kitchen pur- 
poses as they did when it appeared as a 
purely kitchen product. 

In addition to increasing sales, this 
new package saved money in other 
directions. It was easier to pack in 
bulk for transportation. The squat 
bottles called for smaller cases for given 
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quantities; they ‘‘packed’’ better; there 
were fewer bre es. 

Actually, too, the new artistic bottle 
in better glass was only a fraction more 
expensive than the old round bottle. 
Within six months gross sales had risen 
70 per cent. 


This New Carton Sold 
More Paint 


A London paint manufacturer put new 
: life into the sales of small tins of 
paint intended for use in the home. 
Normally sold in small tins by hard- 
waremen, these products were rarely, 
if ever, displayed to catch the custo- 
mer’s eye. The commonplace tins 
did not lend themselves to attractive 
display. 

This manufacturer knew that to-day 
women everywhere were taking an in- 
creasing interest in home decoration; 
it was the women who were buying and 
using the paint. By designing a speci- 
ally-attractive, coloured carton to con- 
tain the usual commonplace tins, the 
combined package at once became an 
item lending itself to effective display 
by the retailers. The displays attracted 
the women who much pref to buy 
paint in this attractive form. The 
sales curve immediately leaped up. A 
new appeal had been created solely by 
the better package. 


Soap and Vinegar Given 
New Life 


pre manufacturer added 50 per cent 
to his sales of Castile soap by intro- 
ducing an attractive carton to raise the 
status of the product from the com- 
monplace to a highly-desirable toilet 
necessity. x 

A small but well-known vinegar 
brewer suffered falling sales solely be- 
cause his quart sizes of vinegar were 
put up in such long-necked bottles that 
retailers would not take them as they 
could not display them on shelves. 

Competition between lines is often so 
keen that distributors will turn away 
from an established product for even 
lesser reasons than this. Fifty years 
ago this vinegar brewer was using these 
same shaped bottles. That was quite 
all right in those days. Retailers were 
not beset with the same problems that 
they are to-day. It was only after 
much pressure had been- brought to 
bear by the sale staff that the old pat- 
tern bottles were scrapped and an im- 
proved shape introduced. 

Sales went up immediately. So en- 
thusiastic did the management then 





A well-known firm reports that 
face cloths for washing sell more 


freely when packaged in }-dozens 
than when offered singly 








become at this result from an improved 
container that an order was given to 
re-design the whole range of bottles— 
halíf-pint, pint and quart. To-day 
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These new tins greatly increased the sale of this wax polish 


these bottles are the most attractive in 
the trade. This firm's vinegar, more 
than any other, is given special window 
and counter displays. Retailers them- 
selves do this because the well-designed 
bottles give prestige to their windows. 
This, in turn, increases sales for the 
manufacturer. In 18 months this firm 
more than doubled its sales of bottled 
vinegar. 


Wrapped Goods Beat 
Unwrapped 
[2 a well-known department store a 
careful check was kept on linen 
handkerchiefs sold tied up in half- 
dozens with ribbon, and on those sold 
in a new transparent envelope with 
an attractive label embossed in gold. 
Sales of the latter (at the same price) 


were 94 per cent above those of the 
former. 








CONTAINER ADDS 
ANOTHER SALES POINT 


An American manufacturer of talcum 
powder has scored one over his competi- 
tors. Instead of the usual tin with a 
perforated top, through which an indefi- 
nite quantity of powder is sprinkled, 
he is putting up the talcum powder in a 
tin fitted with a plunger, which on 
being pressed discharges a definite 
amount of the powder, sufficient to re- 
fill a compact pad without scattering 
the powder. 


+ +è 


NEW HONEY JAR 
APPEALS STRONGLY 


A new idea in honey-jars has just 
been introduced by an American house. 
The jar is of glass, but part of it is 
moulded and coloured to represent 
exactly a natural comb of honey, the 
whole being enclosed in a carton which 
is cut away to expose the imitation 
honey-comb. The upper part of the 
carton covers the short neck and wide 
mouth of the glass jar. This part of 
the carton also serves to bear the brand 
name of the manufacturer. Retailers 


ee 


The Package Sells 
Cigarettes 


Wit many brands of cigarettes en- 

tire selling schemes have been 
based solely on the convenience of the 
cartons. Manufacturers have competed 
with one another to produce the most 
attractive package. Sales have soared 
accordingly. 

There is still enormous scope. Manu- 
facturers, whatever your lines, ask 
yourselves: ‘‘What modification of 
the package can be made to increase 
sales?’’ There are artists, experts in 
the advertising services and specialists 
in the carton-making and printing 
trades, who can help you. In many 
cases this service is entirely free. Your 
product can be examined from every 
angle and new selling forces added to 
it. The fact is indisputable: an appro- 
priate package can give new life to a 
product, but the golden rule is: Engage 
the help of a specialist. 





are reported to be keen on stocking the 
new package, as it offers good display 
possibilities and appeals to customers 
both by its attractive appearance and 
by the utility of its wide mouth. With 
the carton removed the glass jar is of 
such good appearance that it can be 
used direct on any meal table. 

At a recent exhibition held at the 
time when the new package was 
launched the firm excited a good deal 
of attention and interest by displays of 
10-foot-square models of the comb in 
its cut-away carton. 


+ è 


NEW ANGLE 
FOR TIES 


A special container is being used by 
a man’s tie manufacturer to market a 
new line to which he has given the 
name, “‘Lucky Stripe”. Each tie is 
packed in a square box resembling a 
dice, and a window display consisting 
of two huge dice and panels displaying 
24 ties are supplied to retailers. 

The advent of this package makes it 
both cheap and easy to supply any 
number of retailers with complete win- 
dow displays. 


x 
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MECHANICAL TRANSPORT and EQUIPMENT 








Five Big Factors For 1934... 





the business man at the Commercial 

Motor Show. Developments here 
are even more outstanding than in the 
sphere of private cars. 

Manufacturers of commercial vehicles 
are more than ever offering develop- 
ments to cut the costs and increase the 
speed of handling merchandise. 


T the will be a great deal to interest 


Chassis Designed for More Roomy 
Bodies 


Speaking generally, more chassis are 
designed, by putting the power unit to 
one side, right forward, or both, to give 
more body room. This gives a greater 
proportionate load and makes for easier 
loading and unloading. Chassis are 
lighter and speedier for a given horse- 
power, therefore reducing running 
costs. Much greater specialization is 
being put into body building, particu- 
larly in the construction of special 
bodies for special purposes. 

Three other important developments 
which the business man should examine 
are the possibilities of the Diesel engine 
vehicle, the ‘‘mechanical horse’’, and 
the moving floor loading and unloading 
device. 


Farthing a Mile from the Diesel 
Vehicle 


The Diesel-engined, heavy oil, vehicle 
is now a soundly established proposi- 
tion. The confidence in engines of this 
type can be shown in no better way 
than by the announcement just made 
by one important manufacturer that, 
after practical experience of operating 
these engines over a total distance of 
ten million miles, it is prepared to 


One of the most out- 
standing developments 
in reducing operating 
costs is the moving 
floor. One man, for 
example, can unload 8 
tons of coal in 2 minutes. 
12-ton, big-capacity 
wagons can be loaded 
and unloaded with 
goods, fragile or other- 
wise, without a man 
entering the body. As 
there is no tipping, un- 
loading can be done 
in confined spaces 


maintain any of its units at a fixed 
charge per mile, which covers complete 
servicing, even up to engine replace- 
ment, should this become necessary. 

A scheme such as that is of particular 
value to the business user who wants 
to fix his costs definitely over a period; 
and the comparatively small charges 
clearly reveal the maker’s confidence in 
the reliability of vehicles concerned. 

One of the latest vehicles of this type 
has recently undergone tests. Although 
of a comparatively light type (weight 
with full tanks and equipment 4 tons 
24 cwt.), this vehicle can carry’a pay- 
load of 6}? tons, and can, in addition, 
take a trailer. 

Fully laden the vehicle, in top direct 
gear, gives 27 m.p.h., but between 18 
and 20 m.p.h. the super-top gear can 
be engaged so that on long level 
stretches the legal limit of 20 m.p.h. 
can be well maintained at slower engine 
speeds. 


which will reduce 
transport costs 


By the TRANSPORT EDITOR 


On the test run the vehicle accom- 
plished 10.26 miles per gallon of heavy 
oil, or 124.7 gross-ton-miles, no less 
than 70.5 pay-load ton-miles per gallon 
of Diesel oil. 

The engine itself is an 8-litre, 6- 
cylinder unit, R.A.C. rating 45.7 h.p. 

At something like one farthing a mile 
running costs, the Diesel-engined 
vehicle should be given every con- 
sideration by transport users. 


Speedier, Easier and Cheaper than 
the Horse 


Right at the other end of the scale 
there are enormous possibilities for 
economy by using the ‘‘mechanical 
horse’’. Business men who have to 
make great numbers of short hauls in 
crowded streets and to manceuvre in 
narrow yards cannot afford to overlook 
this newest type of unit. 

This little unit, though only of 10 
h.p., can haul a 6-ton load up to 30 
m.p.h., and can completely turn the 
loaded vehicle in a 15-foot radius with- 
out reversing. It is designed definitely 
to supersede the horse, and this it does 
by a very wide margin. 

A well-known brick manufacturer 
using this new unit says it costs him 
only 12 to 14 shillings a week to run, 
and that at this figure it handles 16 old 
horse-wagons and a tipping truck for 
coal, running continuously 12 hours a 
day. In terms of ordinary horses this 
works out at a cost of only 1} of them. 

Another concern using the mechani- 
cal horse says that one mechanical unit 





De Setar ted inten og 


The mechanical-horse can haul a 6-ton load at 30 miles 


è E ee et ae 
3 Re gh Se eon Be ae > 
a x wes 5 x Y 
Ke STREI. oF R re os 


er hour and can turn inside 


a 15-foot radius. A concern using this unit says it does the work of 3 ordinary horses 
at £3 a week less cost than the horses 
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© Either 4 or 6-cy!l. models 
© Write for full informat no 
© Other models from 15-cwt. 













to 5-tons capacity : 





















RALEIGH 
LIGHT TRANSPORT 
SUPPLIES BOTH 


-OW first costs, and low running costs, 
coupled with a performance and reliabil- 
ity second to none, make the “Raleigh” 

Van the most attractive proposition in the 
light transport market to-day. For £14 two 


: Raleigh Vans can be placed on the road taxed 
and insured—yet the cost of one 11.9 h.p. 


Van is £15, without insurance. “Why not let 
us give you a demonstration of this remark- 
able van’s capabilities ? 
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Special Features 


* 










Differential rear axle, 3 forward speeds ee l A Die ad 
and reverse, wheel steering gear, and Agents througheul the couniry. Service Station? 1 Redhill Street ee EAN Cie 


(off Albany Streeti, London, N.W a. Telephone: Museum 2568-9. 
Sole London and Home Counties Distributors? FRANK WARING 
LTD., too Great Portland Street, Wit. Telephone: Museues 0047. 


detachable and interchangeable wheels. 
Equipment includes -damp set, elec- 
tric windsereen wiper, horn, satiety 
glass, driving mirror, jack and complete 
set of tools, 


78.15 


COMPLETELY EQUIPPED 
__ (EX-WORKS) TAX £4 
Easiest: possible Defend Paymin Terms 
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does the work of three ordinary horses, 
and at a cost which shows a saving of 
£3 a week over the horses. 

From these figures it is obvious that 
the mechanical horse makes an un- 
deniable claim for attention. 


How the Moving Floor can Cut 
Your. Costs 


Now we come to the third big 
development: the moving floor for 
vehicles and trailers which greatly 
facilitates loading and unloading. 

This is, in principle, a floor consisting 
of an endless band which can be wound 
backwards and forwards with ease by 
one man. The illustration shows the 
idea of its application. 

The advantages claimed for this 
movable floor discharging device over 
the ordinary tipping gear and flat plat- 
form body may be summed up as 
follows: It is a unique type of body 
attachment which loads as well as dis- 
charges; it eliminates stress and strain 
which are sometimes put on the chassis 
by the up-ending of a tipping body 
loaded with heavy material; the dis- 
charging operation, also, is much 
quicker than that of a tipper. 

It discharges loose goods such as 
sand, coal, macadam, etc., in a com- 
pact heap without the necessity for the 
vehicle itself being moved. It loads 
and discharges boxed, sacked, casked or 
any other kind of goods on uneven 
ground or in low buildings when the 
tail of the vehicle is higher than the 
front. The length of the body need 
not be curtailed, as is necessary with 
tipping gear, and can discharge part of 
its load in different places in exact 
required quantities or can spread 
material. There is no loss of load 
during transit, while there is economy 
in weight as compared with the heavy 
tipping appliances, and the device can 
be fitted to any body and on any 
chassis. 


One Man Unloads 8 Tons 
In 2 Minutes 


A well-known milling firm and a 
cement marketing concern respectively 
load and unload 12 tons of flour and 
12 tons of bricks into and from giant 
six-wheelers without a man entering the 
bodies of the vehicles. 

Eight tons of heavy road material 
can be discharged single-handed in less 
than two minutes, while hot asphalt 
can be unloaded without loss of heat 


These are among the new develop- 
ments. Which of them can you 
profitably use ? 


Forward-Control chassis, giving more 
body room 
+ 


Oil-engined vehicles offering all-round 
economies 
+ 


Lighter, speedier Six-wheelers 

+ 
Moving floors on vehicles and trailers 
for one-man loading and unloading 

Ea 
The" mechanical horse” ; does the work 
of three horses at the cost of one 

+ 


Nippy Three-wheelers which take van 
loads at motor-cycle costs 


Study them all at the Commer- 
cial Motor Show this month 


rr 








or cargo during transit and with a clean 
discharge. Unloading can also be done 
from either side, and two tons of sand 
can be discharged in 
15 seconds. 2. ee 
Obviously this fac- 3 j 
tor of economy will 
be one of the great 
features of commer- $ 
cial vehicles from now ™ 
henceforth. 


Light Van La 
Capacity at Motor- 
Cycle Costs E 

Outstanding for the Eme 
man who wants quick, 
light deliveries over 
short, frequent jour- 
neys is the latest“ 
three-wheeler type. 

These little vehicles 
have been developed 
to high efficiency. 
With a covered body 
of 61 cubic feet capacity they will take 
a full load (equal to that of many 4- 
wheel vans) at 50 miles per gallon of 
fuel in all but the most crowded areas 
(when the consumption is about 45 
m.p.g.), and at a top speed of roughly 
35 miles per hour. 

The annual tax is only /4 and third- 
party insurance /3 (London /3 16s.),. 





This shows the new forward control 3-tonner and the normal contro! 2-tonner behind. 
The compactness of the former is noticeable 
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Costing between {£70 and £8o fully 
equipped, these vehicles open up en- 
tirely new possibilities of most economi- 
cal and very rapid transport. 

More attention is being given this 
year than ever before by body builders 
to the construction of special bodies for 
special fhdividual purposes. 

For the manufacturer of light but 
bulky goods (for example, hats, boxes 
and cartons, certain kinds of confec- 
tionery, etc.), there are available bodies 
of exceptionally high capacity which 
can be mounted on small, compara- 
tively light chassis. 

For manufacturers of solid, heavy 
products (cement, steel, canvas, etc.), 
there are medium size, speedy six- 
wheelers. Formerly the  six-wheeler 
was essentially in the ‘‘mammoth”’ 
class. It is quite a new development 
to have this admirable type of vehicle 
in the middle-weight class. 

Display windows as an integral part 
of the vehicle is another factor to which 
body builders are giving attention. 
These display windows in no way 
encroach upon the loading space avail- 
able inside the vehicle. They are really 
a far-reaching development of the old 
idea of a poster on the side of the body. 
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This little 3-wheeler costs no more to run than a 
motor cycle combination yet it can handle 10 cwt. loads. 
Consumption 45-50 m.p.g. 


Speed 35 m.p.h. Tax £4 


The window is a new means by which 
the user can take fuller advantage of 
the advertising space available on the 
vehicle. 

It is not an expensive job to have 
these sales-promoting windows incor- 
porated in a commercial vehicle body. 
They can be used with just as much 
valuable effect by the small retail trader 
as by the big manufacturer. 

Even a plumber has made use of the 
idea. With a well arranged window on 
either side of hi small vehicle he not 
only calls attention to his business while 
the van remains outside houses at 
which he is at work, but the display 
even has its uses as an emergency stock 
if any parts happen to run short while 
his men are on a job. 

Travellers’ sample vans have been 
developed to a very high standard of 
excellence. Models looking exactly like 
high-grade saloon cars are designed 


(Continued on page 26) 










THE AUSTIN VAN—an economi 
solution to your delivery probi 


The Austin Ten- 
Wei ee eases So thoroughly dependable and economical has 
capacity 6-Bewts. the Austin Van proved itself to be, that many 
y Interior drmen- Pesce š Pe nee 
Ge sions: Length famous business houses have installed whole — 
5 eae Da A fleets of vans as the most economical means 
B.H.P. a1. Price of quick delivery. Easily handled, the Austin — 
ene Seven Van carries loads up to 5 cwi for 40 
miles on a gallon of petrol. For heavier loads 
up to 8 cwt., there is the Ten-Four Van, propor- 
tionately economical in upkeep, equally handy. 
Here is a sound investment that will lead to 
business expansion. Write for literature. 

















ravna inert me rere mierna sae 


e The Austin Seven 
oa g-Crt, Van. 
Oo. Betertordimersrons: 
Leagth 3 42’, Width 
B11", Height 3’ 3". 

BLP. 10.5, Price 
-at works £772 108, 












JA FEW FAMOUS FIRMS WHO EMPLOY A FLEET OF 
|} @ London North Eastern Railway Co. AUSTIN VANS 
tional Cash Register Co. @ Geo. Newnes 
rdalls. = @ Carreras = @ Viyella 
© Weldon’s Journal 
: Lever Bros. The Austin Motor Company Lisa 
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. p p HE particular needs of the business man have been carefully o o 
oe . . i studied in designing this attractive car. It retains the g acelui E 
ee ee dignified lines of the Singer “Twelve” Saloon—the only exterior _ 

commercial vehicles includes: ° . a l o 
difference being the wide door in the rear. eo 

ka 


This Traveller’s Brougham provides much more than its modest = 
cost might suggest. It is remarkable in its roominess and com fort, E 
and the four-cylinder engine is particularly smooth running. Slidir 
roof, winding windows, adjustable bucket seats, and a very song ~- 
fying turn of speed make this Singer an ideal car for the Traveller. 


of, 





Seut. Fan » - £120 


S-cwt. Window Cleaner’s 
and Builder’s Truck £130 


Swt. Fruit Truck - £130 
S-eut. Traveller's Van £130 
5ewt. Milk Truck - €135 
he Sout, Utility Truck - 
-P2-eut. Man - - 
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Can Any Of 
YOUR PROBLEMS 
be solved by 


THIS NEW EQUIPMENT ? 


Simpler Radiator 
Repairs 


prey year sees the commercial vehicle 
made easier to handle, maintain and 
repair. Among the many improvements 
along these lines is a new type radiator in 
which the tubes are set in four separate 
blocks. 

In case of damage by impact, frost, or 
any other cause the section where the 
burst has occurred can be easily detached 
without removing the whole radiator. The 
orifices’ communication with the remain- 
ing sections can be closed in the meantime 
with small metal discs. 

This idea both quickens and cheapens 
radiator repairs. (Fig. 4.) 


Emergency Bogie for 
Wheel reeks 


Apar very interesting emergency 
“gadget” is being marketed; it is a 
sort of roller-skate. Powerfully built of 
steel, it is designed to be attached to the 
axle of a heavy vehicle in the event of no 
spare wheel being available. With this 
“trolley’’ in place even a fully-loaded big- 
capacity wagon can be towed safely home. 

e wheels of the trolley or bogie are 
mounted on swivels so that it will run in 
any direction. When placed under the 
front axle of a vehicle the bogie itself can 
be towed, whilst when supporting the rear 
axle it will automatically track with the 
vehicle. (Fig. 2.) 


New Low-Loading 
Tipping Trailer 


AP interesting 7-ton trailer designed to 
give a very low loading line with a 
large tipping angle will be of interest to 
many transport users. 

Describing it, the Commercial Motor 
says: 

“The most unusual feature of the vehi- 
cle is the fact that it has wheels of different 
sizes, all shod with twin tyres, those at 






the front being 24 ins. by 7 ins. and those 
at the rear 34 ins. by 7 ins. This has been 
done in order to leave ample space for the 
turntable, above the bogie axle, without 
raising the loading line. 

The employment of twin tyres—neces- 
sary on account of the heavy load to be 
carried—involved the designing of special 
hub and axle assemblies, this being the 
first trailer of its kind built with twin-tyre 
equipment. 

Mounted on the forward end of the 
chassis, just in front of the body, the 
hydraulic tipping gear is of the two-ram 
type. It is hand operated from either 
side, and the pumps, piping, valves and 
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ram bases are totally enclosed, thus pre- 
cluding all possibility of loss of oil through 
leakage. 

An interesting feature of the construc- 
tion is that the main chassis-frame 
longitudinals are bent at about their mid 
paints, so that they are horizontal at the 
front and slope down towards the rear, 
the trunnions being mounted with their 
centres about 8 ins. behind the rear axle. 
The front ends of these members lie 
between the corresponding frame longi- 
tudinals of the body when this is in the 
normal position. 








Left: Fi 


Figures 1, 2 and 4 
we acknowledge the 
courtesy of “The 
Commercial Motor” 
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6 ins., 
unladen, the trailer has an overall length 
of 12 ft. 6 ins., whilst the length and 
width of the body are rr ft. 8 ins. and 


With a loading line of 3 ft. 


(Fig. 1.) 


7 ft. 2 ins. respectively.” 


Gives Histories of 
Running Vehicles 


9e of the most useful fitments for 
controlling. the running cost of a 
vehicle is a small instrument which records 
on a chart the exact running history over 


a pee. ‘b n 

he principle of this instrument is that 
of the balanced pendulum. It is actuated 
by vibration. As long as the machine is 
moving the pendulum is swinging, and 
the scriber is recording on the chart. As 
soon as the machine stops the pendulum 
stops and the record of movement ceases, 
but the chart itself is turning round all 
the time driven by the clock, and the 
stationary record continues, so that you 
can tell by looking at the chart afterwards 
how many hours and how many minutes 
the machines were working and from what 
time to what time. For example, if a 
vehicle goes out in the morning to deliver 
goods over a wide area, the chart will tell 
you afterwards when the driver stopped 
for lunch and for how long. It will show 
when the vehicle was running and when it 
was standing every minute of the day. 
The record is accurate to a fraction of a 
minute. 

From this record on the chart (see illus- 
tration) the transport manager is able to 
secure a more complete control of his staff 
and to plan the most economical use of 
his vehicles. (Fig. 3-) 








Why you should 
“SEND YOUR GOODS IN 


= LMS 
CONTAINERS 


MEENTE 
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When you send goods by LM § 
Container your packing costs 
become practically negligible. It 
is really only a matter of carefully 
stacking the goods inside the Con- 
tainer—advice on the method of 
packing special types of goods will 
be given by LMS experts. Both 
in labour and in packing materials 
you save enormously. 
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the enamelled ware, stoves, cycles, 
paint, boots and shoes—or what- 
ever the goods may be—are packed 
in the Container, it is taken by 
fast road vehicle to the nearest 
L M S depot. On arrival at its 
destination station it is delivered 
forthwith at your customer’s 
premises. An additional precau- 
tion against pilferage can be taken 
by locking the door of the Con- 
tainer and posting the key to your 
customer. 






Goods sent by L M S Container 
arrive at your customer's exactly 
as when they left your premises— 
in perfect condition—door to door 
without any intermediate handling 
whatever. 

For full particulars about transport 
by L M S Containers you should 
get into touch with your local 
LMS Agent or write to the Chief 
Commercial Manager, Department 
B, Euston Station, London, N.W.1 














| | DODGE TRUCKS 


There is practically no chance of 
oe or pilferage. As soon as 





CHASSIS PRICES FROM £1 ice * s 
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Only on 








will you find 
ALL these 
specifications 







23.4 h.p. engine, developing 72 biip. 

Molybdenum iron cylinder block, = 
Solex, self-starting down-draught arbre co 
A.C. air cleaner. 
Special non-burning, non-pitting valve seatin 

Full pressure lubrication. 

J pt. suspension, spring mounted Geo 
1-1/32" deep frame (30 7 pot Aon 

Heavy duty gearbox. 4 forwa 3 

(30 cwt. & 2 ton models). oe 
i2-volt Lucas lighting and ignition (26 cut. i = 
2 ton. models). 2 oS 
13 gallon petrol tank (30 ewi Š 2 ton a 

2" front springs, 24" rear 
progressive {2 ton motels sh 

Massive, full-floating rear axle. | 
Hydraulic brakes. Qual rear wheels on Joon 





= are » British built i 
«except engine wnt wand 
They are the most ponmi o O US 
haulage velice öt Hie ox odd 
to-day —~ éliminating. we eu : 
than § items of upkeep eom; ono oT 
we shall be. glad to. expla o o oS 
you on Stand No. 62: 












15 CWT. TO TOR S 
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FACTORS TO. REDUCE 
TRANSPORT COSTS 


(Contenued from page 22) 


with snugly fitting tiers of rattle-proof 
drawers or trays, sliding rails for hang- 
ing goods, cupboards for bulky goods, 
and so on. 

On heavier chassis the body builders 
have designed complete demonstration 
rooms for radio and gramophone 
demonstration; living rooms and a flight 
of stairs for vacuum cleaner demon- 
stration, kitchens for food products, 
refrigerators, fitting-rooms for shoes, etc. 

All these features the business man 
should not fail to examine; they are 
capable of wide variation and adapta- 
tion to peculiar specific needs. 

The factor of transport efficiency and 
transport costs per unit of goods sold 
has an increasing influence on profit. 
Transport should therefore be studied 
from every angle, and its potentialities 
weighed from every standpoint. The 
ranges of vehicles, their equipment and 
prices are now so wide that every need, 
from the one-man retail shop to the 
huge manufacturing concern, can be 
exactly met. 


New Vehicles to Meet 
Increased Taxation 


The increased rates of taxation for 
commercial vehicles, which come into force 
on January īst next, have prompted 
manufacturers to produce what is virtually 
an entirely new range of vehicles. 

These new motels have been so designed 
that, while their unladen weight has been 
kept to a limit so that the increased taxa- 
tion does not apply, their carrying capac- 
ity, speed and economical running has 
been increased. Thus the user gains at 
both ends: he saves money on taxation 
and can carry a bigger pay-load into the 
bargain. Several types of these new 
vehicles are illustrated in the advertise- 
ment pages of this issue. 


Many Can Use this All-in 
ransport Service 


There are some kinds of businesses 
which, while needing motor transport, do 
not wish to maintain their own vehicles 
or their own operating and records staff. 

To meet this requirement specialist con- 
cerns now offer the use, under an agreed 
contract, of any type of vehicle for any 
kind of job for an inclusive charge. 

To the business man this gives the 
advantage of a definite standing cost 
which can be reckoned, without doubt 
or fear of variation, when calculating 
production, selling, delivery, or other 
costs in connection with the business. 
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This service can be obtained for inter- 
mittant work or continuous work, long 
hauls or short hauls. Of course, the rela- 
tive costs of such a service against the 
costs of maintaining vehicles and staff 
have to be carefully compared, together 
with the particular limitations or require- 
ments of the business. 


Easy Security for Ropes 


A small adjunct, described in The 
Commercial Motor is particularly useful 
in assisting to secure loads. It is designed 
to supersede cleats and hooks on lorry 
body sides, and to perform the function“ 
of securing ropes and cords, quickly, 
securely and more neatly. 

In consists of two flanges, like those of 
æ V-belt pully, one free on a central screw 
and one incorporated with the body of the 
device. The last-named is designed for 
attachment to the body side by three 
screws or bolts, whilst the central screw 
is threaded into the body and provided 
with a single-ended wrench handle, which 
is of some weight as well as being big 
enough to manipulate with ease. 

With the screw slacked back, the cord 
is coiled once between the flanges, the 
screw then being given one or more turns. 
Thus, the cord is tightly gripped, whilst 
the screw is restrained from working loose 
by the weight of the handle, the final 
position ofewhich should be pointing 
vertically downwards. 





High grade transport 
at an economy price—with 


GUY 


“WOLF” 2-TONNER 


IRE 


(MODEL C.F.) 


A thoroughly reliable vehicle, 


individually built 


throughout, and costing only £239 for the short 
wheelbase model chassis and £245 for the long 
wheelbase model chassis. 


Its chassis—of advanced design and complete specific- 
ation—is designed for regular heavy duty. Through 
skilful designing its weight has been reduced to only 
29} cwts.; yet the most rigorous tests have failed to 
disclose any weak points in its construction. 

The GUY “WOLF” chassis allows for the large- 
capacity standard bodies—and a variety of bodies 
is available on both short and long wheelbase chassis, 
providing a range suitable for every trade. 

An important feature of the GUY “WOLF” is that the 
tax of £25 will not be increased under the new Budget 
Tax coming into force in January, 1934, 

Write, mentioning |BUSINESS, [for fully descriptive 
literature. 


Fized of Drop-sided Lorry on Short or L 
Wheelbase Chassis. Inside dimensions: Length 
9° 6 oll height of sides 1° 6” (short 





OUTSTANDING FEATURES 


. Powerful -cylinder Overhead Valve 8. Cam and roller steering with forward 
th shackled front suspension provides 


o 


Engine with high torque at low speeds. light 

2. Special anti-vibration engine mounting. 9 ene er le = 

3. Unit construction. ~ 10. Dimming head lamps. ° 
R LTD 4. Balanced transmission. 11. Exceptionally large body space in pro- 
e 6+ Fully fosting spiral bevel rear axle on portion sa overa ioghn CAIN Sana 

roer bearings, e 

WoO LVERHAM PTON 6. Rigid frame amembly with 7 in. semi- is r,t weight only a9} owt. joints. 
London: Porteous House, Porteous Road, Paddington, W. 4 pan. ign Boog sna ae 14, 10$-gallon petrol with electric 


Gimmie ac 
7. Self-energising Four Wheel Brakes. 15. ple & accessible water pump packing. 












-BUSINESS..... 


HOW en vou arena ro 
YOUR OWN BUSINESS PROBLEMS IF MOST OF YOUR TIME 5 
TAKEN UP IN LOOKING AFTER YOUR OWN DELIVERY VANS? _ 


HO' "Y CAN YOU BUILD UP. 
YOUR OWN BUSINESS IF YOU CANNOT GUARANTEE 

. | ERY OF YOUR PRODUCTS AT THE EXACT ` 

TO YOUR CUSTOMERS? 


SAY THAT YOUR DELIVERY VANS ARE NOT SLOWL 
AND INEVITABLY EATING INTO YOUR LEGIT 
























our competitors are realizing that delivery problems can only be solved by hiring their vans from ex 
ntract, and so ensuring that they always have at their service, day by day, year by year, 
tained vans, driven by polite, intelligent and uniformed men, and all for one inclusive « 


we can quote -you for one 5-cwt. van, or for one hundred 2 tonners, so, whatever your special requirem 
~ sit down now and write to us, asking one of our representatives to call and discuss the question with you. - 



















x @ A fleet of 12 Morris Commercials recently supplied on 


edad CAPON & SONS L 


Hire Maintenance Contractors — 

-26-40 VALE ROYAL: YORK ROAD : KING’S CROSS: N7 

ee: aa, es ane. NORTH 1401. Contracts Dept.: Extension 5 i Tn o o 
Contractors to L.C.C., H.M. Office of Works, H.M. Prisons, Islington B.C., St. Pancras B.C., Marylebone B.C., | 















in the factory 





jig which 
passing 





: oo approximate balance’ ih r 














go Position | 
ee Wool-washing machines had to be fed 
from a pomt- higher than breast level; the 
Bee working position was in consequence very 
awkward and imposed unnecessary strain 
oon the worker. The feed was lowered 
ee eight inches and the greater ease of work- 
ing much reduced fatigue and improved 
a a the output. 
Turntable 
ices Fatigue 
the gear-box fitting department of an 
eering works there was a marked 


ff of output towards the end of 
y, and more towards the end of 











| found that this was mainly 
d by: the constant twisting and turn- 
ones | eee oe the assembly of its 


Le bi years’ experience in manufacturing Visible Equipment 
more important still, 20 years’ experience devising 


ee such as :— 


SALES ‘DEPARTMENT. 


easily be turned about its horizontal and 
vertical axes, and secured in eight posi- 
tions in each plane; (b) the openings were 
left accessible so that the fitting of all 
parts was convenient. 

The turntable was termed ‘‘excellent’’ 
and ‘‘splendid’’ by the workers. It saved 
fatigue and resulted in quicker move- 
ments, thus leading to greater output. 

In addition, however, from the greater 
speed resulting from less fatigue, the use 
of the turntable, by cutting out slow and 
cumbersome twistings and turnings, led 
to a decrease in time in fitting the box to 
the unit. 


+ 
Made Polishing 
Much Easier 
The polishing of certain metal parts was 


performed by holding them up to a buff-. 


ing wheel about 34 feet from the floor. 
Several surfaces on each piece had to be 
polished, and, in altering the position of 
the piece, it was rested on a stool in front 
of the buff. 5 


Customers who are not ordering 


supporting the weight by hand = e 


ENVELOPES 
BUY FROM THE 
ACTUAL MAKERS 


RELIANCE 
ENVELOPE CO. 


134 Great Dover Street——S.E. 1 : 







end was introduced. By he 
pieces could be easily turned to: sie 
tions required to bring the ‘surfaces in s 
contact for polishing, the necessity for 























entirely removed. 


+ 


Output and Wages 
Raised by 50% 


le order to prevent unnecessary stooping 
in a saw-mill, an attachment toa trolley - 
already in use was introduced to raise the. 
material to the height of a nailing bench. 
The boy at the ripping machine, whose _ 
job was to pile the material on a trolley, 
was instructed to pile in such a way that — 
the printed board was in the right position _ 
for nailing, thus. making it unnecessary 
for the ‘nailer’ to make an adjustment P 
herself. stave 
At a subsequent output of I 800 boxes o 
per day this resulted in a daily- reduction T 
of thousands of movements, 0. 
Space was made on the right side of th 
machine for the. insertion of the: loaded 
trolley; only “one T 
needed and th S don 
special seat was: also i 
vided. a, 
Steadiness and Lenses of outpu 
were improved, and there was an increase 
both in output and ia of # just over 
per cent. Pa 






































Telephone HOP 1933 | 


S ~ up month by month. 


ae a. Worxs Orrice, Better control of Stock. Coloured 
cae signals will indicate lines which are short stocked and on order. 





: gs LEDGER Sgerion. Visible Equipment provides a 40% 
ee quicker posting medium, insures speedier despatch of state- 
oe _ ments and shews overdue accounts “at a glance,- 


om me jor particulars now-— 


wa Works: | Wickford. Essex 








Large stocks, all kinds and. qualities 


S PE E D in quoting, making and 


delivering. Give our service a trial. 
Envelopes for all trades. Circular ba 
a speciality. 


Ask us for samples and quotations. . 













Provincial office 


73 LANGLEY ROAD, LUTO BED 








TELEPHONES 


or OFFICE & FACTORY 


TELEPHONE SETS: Direct line, Magneto, Portable, 
and Automatic 





SWITCHEOARDS: sony Magneto, Central 


attery, and Automatic 


CATALOGUES — INFORMATION — ESTIMATES 


without obligation from 


© Sfondord 


Telephones and Cables Limited 
A ERO DROME ROAD, LONDON, NW9. cotba ta 
Snes 


The Desk for Executives 


Of magnificent appear- 
ance and unique design, 
this desk, costing from 
60 guineas, is produced 
for the business man - 
who places efficiency, 
quality and dignity 
before price. 








You are invited to see 
a demonstration of the 
Dualtop at our offices. 
Or Write :— 


This photograph shows the desk with one top in use. By a simple movement, a fresh top 
° concealing alt private papers on other surface) can be brought into use. 


MANUFACTURERS OF BUSINESS EQUIPMENT TO 
C. W. CAVE & CO. LTD. INDIVIDUAL REQUIREMENTS 
45 FARRINGDON ROAD, LONDON, E.C.1 Telephone: HOLBORN 5071 (two lines) 
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How we Introduced 





By E. M. RICHARDS 


Technical Director of a Well Known Steel 


IVES 


To measure their 
performance 
against standards. 


here. 


To think 
structively. 


con- 


charted. 


To Co-operate 
among them- 
selves. To 

their thoughts 


it uA 8 
te a0 
? Consequently, each foreman 


f pret CR teases 
ál 


as a whole. 


uality and low costs—these are 
Q synonymous with satisfied custo- 

mers and profits, and are the ends 
sought by most companies. 

They can be realized in a small 
establishment through the personal con- 
tact of the proprietor with his men. In 
a large organization, the proprietor's 
direct contact becomes impossible, and 
his nal influence among the rank 
and file disappears. What substitute 
can be found for this important influ- 
ence? That is the question with which 
large concerns constantly are grappling. 

The magnitude of the problem can be 
appreciated by considering the size of 
the company with which the author is 
connected. It has fifty-nine plants, 
mines and quarries located in thirty- 
three cities and towns in Canada and 
the United States. 

It was our problem to imbue with 
the spirit of the small plant proprietor 
those men who directly supervise the 
rank and file. They are the foremen. 
The term ‘‘foremen’’ includes men in 
all the key departmental positions. It 
is the foremen who spend most of the 
company’s money because they play a 
major part in determining the staffs, in 


MEANS OF OBTAINING 
OBJECTIVES 


Basic costs as standards -of 
accomplishment are estab- 
lished for all kinds of opera- 
ting conditions, as explained 


“Round Table” 
with the foremen are held. It 
Their performance is com- 
pared with the standard and 


The foremen’s compensation 
is divided into two parts: 
one part is paid on the basis 
of the old established hourly 
rate or salary, the other part 
is a percentage of the first 
part which increases or de- 
creases in proportion to the 
amount by which the men 
better the standards. 


Standards are based on the 
cost of the final product 
leaving the department. 


is not concerned so much 
with his individual costas he 
is with the departmental cost 





originating requests 
for materials, in con- 
trolling the use of 
power, and in super- 
vizing the manufac- 
ture of the product 
with its direct bear- 
ing on the amount 
of scrap produced. 

is these men 
who must be in- 
spired to strive for 
equality and low 
costs. To accom- 
plish this, they must 
be taught to meas- 
ure their perform- 
ance against stand- 


meetings 


ards, to think con- 
structively, and to 
co-operate among 
themselves, and 


must be given an in- 
centive to ensure 
that they carry their 
thoughts into action. 

Our Corporation 
accomplishes these 
objectives with a 
foreman in the man- 
ner shown in the 
bold type panel. 

With this foremen’s plan, group 
incentive has been employed and indi- 
vidual incentive deliberately avoided. 
Individual incentive has many desirable 
applications, particularly when applied 
to workmen. However, we do not con- 
sider it suitable for the foremen of steel 
mills. 

For example, in a rolling mill the 
process is continuous from the time the 
steel billet is delivered to the furnace 
until it is heated, delivered to the 
rolling mill, thence to a cooling bed and 
shears, and finally to the warehouse. 
Close co-ordination from one end of the 
mill to the other is necessary. In con- 
sequence, if the performance of the 
mechanical foreman, electrical foreman, 
heater foreman, the foreman of the 
rolling squad, shear foreman, and dis- 
patch foreman were each measured by 
that part of the costs for which they 
are particularly responsible, there 
would be antagonism and lack of the 
co-ordination which is so essential. On 
the other hand, the group principle has 
resulted in harmony and co-operation 
throughout the mills. 

For this system to succeed, the fore- 
men must enter into its spirit whole- 


Profit-Making Foremanship 


Corporation 


heartedly. To do so, they must be 
convinced by experience with its opera- 
tion that the standards are fair. For 
example, if, in one month, the foremen 
should put forth extra effort, and then 
be told at the end of the month that, 
according to the standards, they per- 
formed poorly, and if, in the ensuing 
month, they should fail to put forth 
effort, and, on that occasion, be told 
that, according to the standards, they 
performed well, they could not help but 
conclude that the standards were poorly 
established, amd naturally would lose 
faith in the entire proposition. Too 
much stress cannot be placed on the 
need of accurate, all-embracing stan- 
dards. 

To be fair, a fixed standard cost 
cannot be used, as it is well known that 


costs vary 
through wide 
limits due to 


factors beyond 

the control of 

the foremen. If 

a fixed figure 

were used, the 

mill cost, in 

all probability, 

could not meet 
the standards 
when operations 
were poor, and, 
in all likelihood, 
would better 
them when busi- 
ness was good. 

For this reason, 

considera- 

tion should be 
given to the fol- 
lowing variables: 

1. Elimination ot 
items beyond 
the control of 
foremen, such 
as taxes, insur- 
ance, general 
overhead. 

2. Allowance for 
different sizes 
of product and 
sizes of orders. 

3. Allowance for 
number of set- 
ups. This de- 
pends upon 
order condi- 
tions over 
which the men 
have no con- 
trol. 

4. Allowance for 





is 


The binder Modern Business wants 


has been produced by— 


—abandoning conventional design 
—using a wonderful new alloy— 
strong as steel, yet 30% lighter than aluminium. 


INDESTRUCTIBLE—The new Kalamazoo Model M 
has undergone devastating tests—double the usual— 


and it hasn’t “ turned a hair.” These tests wrecked 
Model A Pigskin, hitherto the strongest binder 
made. 

LOW-PRICED—The design of the engineer, not of 
the book-binder, Model M represents a big jump— 
out of complication into simplicity, with consequent 
ease and speed of production and corresponding 
decrease in labour cost. 

In wear, in price, Model M is an unrivalled economy. 


Kalamazoo Ltd 


I Proprietors Mertend è trees, Leer 
Head Office and Factory : 
NORTHFIELD, BIRMINGHAM. 
London Offices : 40, Grosvenor Place, $.W.1, 
Branches in all leading Provincia! Cities. 





Model M underwent 
a SHOCK TEST with 


a 9%-ib. hardwood 
block — all corners 
and angles — in a 
4° 8° wine-barrel. 
After 200 revolu- 
tions in constant, 
crashing contact, it 
emerged scath- 
less. 


Short Specification—Kalamazoo unbreakable 
mechanism ; perfect thong equalisation ; pane! 
design gives compactness with maximum torsional 
resistance and allows for easy handling ; great tensile 
strength; high fatigue factor; unique knuckle-hinge ; 
impervious to corrosion ; rubber cushions ensure 
non-marking of desk. 


Another Economy! 


Over 14000 new stock sheets 
We have transferred over 1,000 “ special ” 
rulings to the stock sheet list with con- 
sequent lower prices and despatch in 
three days. These inexpensive Q 
stock sheets cover all general Loy 
accounting purposes and 
hundreds of special pur- A (2) The new Kalamazoo 
poses in 50 trades LO s — "ae 

and professions. Ragino gii aih 
Send coupon 

for dia- 


















Please 
cell us all 
about 


(1) The new 
Kalamazoo Binder 
(Mode! M). 
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fluctuation in unit prices of major 
items of consumption: coal, gas, 

wer. The unit prices are beyond 
the men. All that they control is 
the amount consumed. Standards 
of consumption are therefore estab- 
lished for which the men are held 
responsible, and these are then mul- 
tiplied -by a constant price of coal 
per toh, gas per thousand cubic feet, 
power per kilowatt hour, etc., 
regardless of what the actual sizes 
are. 


5. Allowance for percentage of depart- 
mental operation. Higher costs re- 
sult when the mill runs on part time 
than when it runs full. The expendi- 
tures incident to starting up inter- 
mittently and the loss at each start 
due to the time required for the men 
to ‘strike their stride’’ all result in 
higher costs. . 

6. Penalties for poor quality and pre- 
miums for improved quality. 

It is important to realize that, no 
matter how well the standards are set, 
this foremen’s plan will not run itself. 
It must be followed. Accordingly, 
periodic meetings are held. In this 
corporation, the costs of a department 
are broken down into various items 
and, at each meeting, are shown upon 
a chart. These charts cover a year, on 
which lines are extended from month 
to month. A dotted line indicates the 





standard, a full line is the performance. 
From these charts, the men are shown 
where their accomplishments were good 
and where they were poor. With such 
data as a starting point, a “round 
table’ discussion is held to determine 
how the poor performance can be im- 
proved and how good performance can 
be bettered. New ideas are discussed 
and committees are appointed to carry 
out different investigations. Such meet- 
ings keep the bonus plan alive and 
vitalize the foremen’s thinking. 

_In order to derive all the benefits 
from this foremen’s plan, the following 
thoughts constantly are brought to the 
foremen’s attention : 


1. They are now in business for them- 
selves. 

2. Of every pound spent, part of it ts 
theirs. 

3. The wages of every man used when 
not needed, or cost of material 
wasted, comes, in part, out of their 
pockets. 

4. If anything has been done the same 
way for years, that is a good reason 
why it should be changed. 

5. The most saving can be realized by 
finding new ways of performing 
operations. 

6. Careful planning leads to low costs. 

. Quality and then costs. Quality 

holds old business and attracts new 


`y 
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How BETTER LIGHTING can 
INCREASE your PROFITS 


t has been estimated that in 1932 no 

less than {3,000,000 was paid by 

industry in the form of compensa- 
tion for accidents which occurred as a 
result of inadequate lighting in offices, 
factories and shops. 

That is a staggering sum, a sheer 
drain on the profits of business, but 
three million pounds is not even half 
the story. Inadequate and improper 
lighting is responsible for still more 
definite losses through lowered output 
of work, the too quick depreciation of 
machinery through faults and dirt not 
being discernible, and absenteeism 
among staff by reason of unnecessary 
nerve and eye strain. 

When new offices and factories are 
being erected the question of lighting 
is almost invariably to-day given the 
expert consideration which it demands. 
But it is in the older buildings (which 
outnumber the new by fifty to one) that 
the tragedies and losses occur. Yet 
when a necessarily drastic revolution of 
the lighting in these older buildings is 
brought up for discussion, it is so often 
turned down because of the bogey of 
costs. 

There never was a greater fallacy 
than to regard lighting purely from the 
angle of installation or reconstruction 
costs. 

Proper lighting is one of the great 
assets of a business, at least as great, 
no, far greater, than the installation of 
the latest production plant. It is 


By F. MILNE 





greater because it is a permanent asset. 
A good lighting installation gives its 
peak efficiency year in, year out. It 
does not depreciate as do even the very 
finest machines. A trifling expendi- 
ture on new bulbs occasionally, the 
periodical cleaning of reflectors, and the 
efficiency of the lighting system remains 
unimpaired. 


=, -A = = _ 
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bs its consequent help to keep the 


8. Take nothing for granted. No 
matter how well established a prac- 
tice is, ask: ‘‘Why are you doin 
each operation as you are?” Su 
self-questioning often leads to new 
ideas. 

9. The most saving does not depend on 

how much they sweat, but on how 

hard they think. This is a thinking 
proposition. 

All foremen must work together like 

a football team. We do not care 

who scores the goals: what we want 

is the goals. 


If this plan is worked out carefally 
and kept alive through meetings, it is 
reasonable to expect that it should 
function satisfactorily. It is fair for all 
conditions. It affords the foreman 
opportunity to express himself. It gives 
him an opportunity to place his ideas 
into operation. It encourages his fellow 
foremen to help make such ideas a 
success. It encourages team-work. It 
makes the foreman cost-conscious. It 
educates him in analysing the relation- 
ship between costs and operations. In — 
a sense, it makes him a proprietor and 
brings into a large corporation the same 
type of influence that is enjoyed in a 
small plant through the personal con- 
tact of the proprietor. 


10. 





Consider, then, that as your proper 
lighting will raise your output 5 to 25 
per cent and increase the vigour of your 
staff and continue to do this, practically 
without cost (except, of course, for 
current) for years on end, then it will 
become obvious how unwise it is (to put 
it mildly) to regard the question of 
lighting solely from the angle of its 
initial cost. 

To-day, it is not necessary for the 
executive or the proprietor himself to 
know anything about lighting provided 
he thoroughly realizes that:— 


1. Lighting very definitely influences 
both the morale, health and out- 
put of his staff. 


(Continued on page 44) 





In this bay of the Jantzen Knitting Mills, R.L.M. Reflectors with 300-watt 
lamps are used, spaced at 8 ft. centres, 9 ft. 6 ins. from the floor. The 
intensity of light given on the working plane is about 11 foot-candles 





The last hour of the business day is crowded with 

- details—tasks which keep your stenographer 

=c busy. Being already overburdened she cannot 
take further dictation, which must be postponed 
for the next day. „ Multiply this instance by 

several and you will realize the time-wasting 
~ handicap of shorthand dictation. 

With Ediphone Voice-writing the story is 
different. You simply turn to your Ediphone 
and dictate your answer, thus obtaining instant 
“action with a minimum of effort. 








ving you more and more time to get things 

loni >, enabling you to act independently in dicta- 

“tion as you do in the other phases of your work— 

-giving you proved time gains of a month in every 

year. 

Our new booklet ‘“Now—how about MY busi- 
ness?” will explain other Ediphone advantages. 

Write for it now. 


| SOME WELL-KNOWN EDIPHONE USERS:— 


British Thomson-Houston Co., Ltd.: 
Thomas Cook & Son, Ltd.; Edison 
Swan Electric Co., Ltd.; ‘Imperial 
Chemical Industries, Ltd.; Kodak, 
Ltd.; J. Lyons & Co., Ltd.; Morris 
Motors, Ltd.; Mullard Wireless Services 
Co., Ltd. 





rae i 
REMEMBRANCE 
DAY ~” 








a THOS, EDISON, Ltd., Victoria 
7 House, Goan Place, Southampton 
Row, London, W.C. (Telephone: 
Hol... 9088); —also at Cromford 
‘House; : Market Street, Manchester; 
and cat 245 Corporation Street, 
Birmingham, Distributors in all 


Leading Cities, | 





‘Day: after day this Ediphone time saving goes on, 


|For Sale outright or on R 


WRITE TO 


RELAY AUTOMATIC TELEPHONE § 
SIEMENS BROTHE RS & 


_38-39 UPPER THAMES ST, | 










Telephone: CENTRAL 2332 


‘SEE OUR EXHIBIT AT THE BUH LDINGSCENTRE. 





: Therma: POLO $45 oO 
f ST. TEMENT. TELEGRAME: ERACT. KETRAMO. Lemen" 
E 7 


IN ACCOUNT WITH 


OWERS-SAMAS 





MESSRS. J. SMITH LID., 





















See ACCOVNTING MACHINES LTD 
BRADFORD. HEAD ORFICE: 
ALDWYCH HOUSE, LONDON, W.C.2. ee 
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jiras vast ire ` 
MARKED WITH ® #15 | 
THE AMOUNT OWING 





PLEASE NOTE. THINSTATEMENT SHOWD THE POTION OF VEUR ACCOMY IN OUR LEDGER AT PME 
EHD OF TRE MONTH AND DOES NOT INCLUDE ANY PARENT AECEIVED OR ALLOWANCE MADE Since 


This Is a reduced facsimile of a statement produced in triplicate by the Powers- 

Four punched card equipment and printed by the Tabulator at the rate of over 

600 statements per hour. 
Note the totalling of the Debit and Credit items and the balance automatically 

produced and printed. In addition, the machine accumulates totals for the 

posting of the control account. | JE ee 
Powers-Four will handle all the accounting and statistical work of any organisa- E 

tion much more rapidly and economically than any other machine or hand method. 1 ERRE 
Write for further particulars of the Powers punched card system of accounting, 

or, better still, come and see the system demonstrated at :— 





POWERS-SAMAS ACCOUNTING MACHINES, LTD 


LDWYCH HOUSE, ALDWYCH. 
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Business’s New 


Production Department is... col 
THE OFFICE 


By T. E. MASON 


he Business Efficiency Exhibition, 
i liren last month, reveals that, 

compared with three years ago, the 
attitude of business men towards mod- 
ern equipment and appliances for the 
office has undergone a tremendous 
change. 

Three years ago the remark of the 
average business man, summing up the 
Exhibition in general, was to the effect 
that “Oh yes, it’s all very good for the 
big business, but there's not much 
that’s any use to me.” And that atti- 
tude was indeed actually reflected in 
no sales made by most of thg exhibiting 
manufacturers. 

A leading manufacturer of calculat- 
ing machinery told me that, three years 
ago, a high proportion of the callers 
at his stand came merely to see a 
demonstration of a mechanical marvel. 
They came, he said, much as they 
would if the stand was at an invention 
exhibition; they wanted entertainment. 
When approached with the suggestion 
that the machine would be of value in 
connection with their business, these 
visitors laughed at the very idea. ‘‘Our 
businesses are much too small to war- 
rant anything like that,” was their 
verdict. 
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Last month’s Business Efficiency Exhibition revealed a vitally im- 


portant tendency. 


Executives and proprietors in every sphere of 


business, to-day more than ever before, regard the office as a 
PRODUCTIVE unit which must pull its weight, make a profit, 


just as the sales 


department or 


the factory does. More 


mechanized equipment was bought in the [0 days than at any 
previous exhibition, and it was judged and selected—not on 
initial cost—but for what it would SAVE over a period of time 








put and simplify methods in the office 
as it is to do so in the works. They 
now seek out for themselves ways and 
means to improve their office work and 
executive control; they have looked at 
this Exhibition with entirely new 
thoughts in their minds. i 

As a typical example, a dictating 
machine exhibitor said: ‘‘We are sell- 


ing to the smaller man easier than to 


A dictating machine manufacturer re- 


lated the same experience. 
years ago,” he said, ‘‘visitors used to 
say: ‘Yes, these machines are very 
wonderful, but they are of no use to 
me. I’ve seen them in offices; people 
don’t use them... .’”’ 


Machines Judged By Per- 


formance, Not Cost 


This time, when I made a tour of the 
stands, asking manufacturers what busi- 
ness men thought about the exhibition, 
the story was entirely different. Of 
course many of the products are en- 
tirely different. Mechanical appliances 
have been developed wonderfully, their 
range and adaptability has been in- 
creased, and as much attention has 
been given to appliances for the 
medium-size office as to those for the 
very large concern. 

But that has not been wholly res- 
ponsible for this change of attitude. 
Business men themselves have changed; 
that is, they have changed their atti- 
tude towards the office. They have 
come to realize it is as vital and as 
possible to reduce costs, speed up out- 
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the large. Instance after instance has 
occurred this year of a small business 
man, after a demonstration, contraeting 
for a machine on the spot. Our 
machines are not cheap,’ he continued, 
“but business men are regarding them 
in terms of the time and money they 
save over a period rather than from the 
point of view of price only.” 

This is typical of the business man’s* 
attitude towards his office to-day. 

This same manufacturer said once he 
had sold a dictating machine to a 
suburban builder, emphasizing the fact 
that the builder himself had come to 
seek the machine because he considered 
it would save him two hours a day of 
his early morning time. An architect 
and an insurance assessor were other 
examples of purchasers who were “‘one- 
man business men’’, and there were 
many others with small and medium- 
size businesses and small staffs. 

An accounting machine manufacturer 
declared that the number of medium- 
size business men who were really in- 
terested callers and ‘‘prospects’’ con- 
stituted a record. ‘‘We never ceased 
demonstrating our new ‘small-office’ 
battery of book-keeping machines,” he 
told me, “and we have booked con- 
tracts for businesses all over the coun- 
try, many of them for businesses in 
really outlying country districts. 

Here again it was emphasized that the 
installations were discussed and judged, 
not so much on a basis of initial cost, 
but in terms of potential savings and 
service over a number of years. 


* A notable fact was that the propri- 


etors and chief executives of businesses 
of all sizes were the ones who were 
taking such interest in these appliances 
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ng. 
i ow its scope can 


ys to apply to invoices, stater 


A postal franking and mail equip- 
ment manufacturer said he had sold 
more equipment to business men who 


i : 7 bad never before used such aids than 
at any previous exhibition. One manu- 


facturer from the South-west bought a 


~- — _ franking machine because his mailing 
= clerks, by hand methods, were continu- 
ally losing the local post collection 
| which got circular letters to London 
by the first delivery. A retail shop- 
keeper bought one because his yearly 
loss, through losing, as he admitted, 


“only half a`dozen or so stamps a 


= week”, was pointed out to be quite a 


: substantial sum. 
Addressing machine manufacturers 


ee stated that more and more heads of 


businesses are becoming experts on 


Mass mailing. Addressing and address 
a filing: are no longer left to a senior clerk 
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realad. that the e is the main 
artery of the business. Without the 


— i daily post no business, great or small, 


could: carry on. It is only by the full 


ae a appreciation of this fact that a business 


man can comprehend how important 

the Mmailing-room is and how essential 

it is that its equipment and methods 

-should be efficient and up to date. 

-ot Mailroom equipment can be divided 
into two sections. These are: 

(1) Equipment for handling ordinary 
in-coming and out-going post; 
(2). Equipment for mail-order trading 
-and every type of postal pub- 

licity. 
= E business has the first: equip- 
aeut for handling ordinary in-coming 
and Peeing: pos The. best wey to 


-not regard m chanized apelianees . 
K ju ust ‘machines but as essential parts — 
ee of a new and better system. 
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peeding-Up The Mail... 


puts a SPURT into 


UE “There a are PORTER for opening letters which 
|. @perate at speeds varying from a hundred or 
=~ =< 5O up to 500 letters a minute. This machine, 

entirely hand operated, will deal with about 
Sed ext there is the all-automatic 
SO ee high-speed power driven machine which opens 

~ +» 300 per minute without -n the contents 


oeer ennn 











nal limit of envelope addressing. — 
Great interest was displayed this year 


in the loudspeaker telephone for inter- 


communication, and here again it was 
the directors and the time-saving ele- 
ment in the appliance which appealed 
to the busy executive. 

General office furniture manufac- 
turers said they still had a hard nut 
to crack. There are still, they told 
me, a great number of business men 
who will not consider replacing their 
existing furniture or equipment (much 
of which may be anything from 15 to 30 


_years old) so long as it apparently 


serves its purpose. To them the time 
for replacement is only when the chair 
abolutely collapses, the desk sags under 
the weight of an elbow or the filing 
cabinet just falls apart. 

This outlook, however, is disappear- 
ing, as appliance manufacturers tend 
to link up the various items of office 
equipment into entirely new types of 


its efficiency is to take the routine 
of the post from the moment the 
morning mail comes into the 
house until the replies are dis- 
patched in the evening. 


+ + 


ONE: The first step is the 
opening of the post. Here there 
are letter-opening machines, 
either hand- or electrically- 
operated. The form most widely used 
is on the principle of the rotary knife, 
the edges of the letters being fed 
against it. 

With the hand machine of this type 
the operator turns the handle with one 
hand whilst the letters are fed auto- 
matically against the knife. This 
machine opens letters at a rate of up 
to 200 a minute. 

An electrically-operated machine of 
the same type will open up to 500 let- 
ters a minute, irrespective of their size 
or shape. 

The rotary knife machine works by 
paring a minute strip from the tops of 
the envelopes. There is no need to 





first “Jog” the letters to shake > the con- 


: proposition ‘when Gt is. a E 


ther factors far beyond th origi Pe : : 
— cabinet, easily movable anc 








describe this equipment and show tents away from the top. Letters are 


Besa of being: deft until- ‘the: follow- 








g 
conjunction with a sorting table or 
filing index. It becomes part of a 
system, a system which introduces a 
definite element of speed, simplicity 
and lower costs. 

All the furniture and equipment to- 
day, therefore, whether it is a small 
thing like a stapling machine or a huge 
colour chart record system, is offered 
because it definitely improves some 
phase of work in the office and conse- 
quently reduces its relative cost. The 
business man is buying office equip- 
ment on the same lines that he buys 
plant for his factory. He wants those 
appliances which will give him: : 

1. More simple routine; 

2. Higher output; 

3. Greater accuracy and Aexiblity 

4. Lower costs. 

In other words, he is equipping the 
office as a definitely productive. eee | 
ment which must show a profit. ee 










fed into the machine against a guide, 
and the knife is guaranteed not to dam- 
age the contents. Machines working 
electrically and opening letters at a 
rate of 500 per minute are adequate 
even for the largest concerns, 
Mechanical letter-opening has two 
advantages: one direct and the other 
indirect. The direct benefit is the 
saving in the postal clerk's time. By 
hand, he can open roughly 20 letters per 
minute, so that a morning’s post of 600 
letters will take more than 30 minutes 
merely to slit. By machine he can do 
it in anything from 10 minutes down to 
just over x minute, so that a machine 
will pay for itself in the saving of Hms 
alone. ; 
But what is even more important - is 
the direct benefit arising from the fact 
that the morning’s post more “quickly 
reaches departments and executives 
who must deal with it. In ran 
enables the whole business © f the firm 






enables important negotiations t 
completed earlier, orders: 
patched perhaps on the same | 





OFFICE EQUIPMENT & PRACTICE 


ing morning—it speeds up the whole 
concern. 
++ 


TWO: When the letters are opened 
they must be sorted, according to the 
different departments and correspond- 
ents whose attention they must have. 
This is a matter of system, but the 
right equipment perfects the system. 
Here, again, there is primary and sec- 
ondary sorting equipment. The primary 
equipment is the racks, boxes or 
baskets into which the various com- 
ponents of the incoming post are 
sorted. The secondary is the means 
‘with which the sorted mail is actually 
conveyed to departments. 

The most generally-used system (and 
about the simplest and most effective) 
is to have in the mail-room a tier of 
baskets, wooden bins or (increasingly 
popular) steel bins located against one 
wall. Each bin is labelled plainly with 
the appropriate executive’s or depart- 
ment’s name. Into these bins the mail 
is quickly sorted. The moment it is all 
“off” the secretary of each executive, 
or a particular person made directly re- 
sponsible for a department, collects into 
a tray or basket all matter from his or 
‘her appropriate bin. Thus the first 
morning post is distributed to every 
point simultaneously. All in-coming 
matter sorted into the bins subsequently 
during the day is collected periodically 
by the office messenger, who takes it 
from the bins and places it in a leather 
satchel fitted with compartments marked 
‘to correspond with the bins. He then 
tours the building on a round of delivery 
“and collection. 
_ Some firms prefer the sorting-rack to 
hold movable baskets or steel trays. 

Whether loose trays or baskets are 
mused in this way is naturally a matter 
bof detail for the individual firm to de- 
cide, but the main thing to remember 
is to get all in-coming mail cleared from 
the mail-room and distributed to its 
proper points as quickly as possible, 
particularly in the case of the morning’s 
first post. 

++ 


THREE : The equipment for in-coming 
and out-going papers on each execu- 
tive’s and correspondent’s desk is an 
extension of mail-room equipment and 
should, therefore, be considered here. 
There are the four following arrange- 
ments. The simplest form is two 
boxes on the desk, an “In” and an 
“Out” box; but, better than this, be- 
Wwause it is more complete and at the 
same time takes less space, is the up- 
right, single tier rack holding from two 
to eight trays. 

These trays are marked ‘‘In’’, ‘‘Out’’, 
"For Dictation’’, ‘‘Pending’’, ‘‘Works’’, 
“Publicity”, and so on—departments 
with which the particular executive has 
most contact. 

It is amazing how a simple rack of 
this kind, carefully classified, can ease 
the executive’s work. These trays 
should be labelled at both ends, so that 
they can be identified both by the 
executive using them and by the mes- 





The mail, in-coming and out-going, is a 
vital factor in the day’s routine. The 
way in which it is dealt with influences 
the day’s business. Here the author 
begins with the morning delivery and 
describes the equipment and methods for 
its quickest and best handling. Next 
month the article will follow the mail 
still further through the organization 
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senger who delivers matter into them. 

Another scheme is the work file on 
the desk. It can be labelled with sub- 
jects as the above-mentioned upright 
rack, but many executives like the file 
better because everything is flat on the 
desk before them. The file can have 
compartments running up to as many as 
70, one for each letter of the alphabet, 
one for each day of the week, one for 
each day of the month, each month of 
the year, etc. 

Another useful variation is a parti- 
tioned rack, something like a toast- 
rack. The partitions are usually par- 
titions running anywhere from an inch 
to four inches apart, as shown in the 
illustration. There is room for the label 
at the bottom of each of these little 
compartments and on both sides of the 
rack. The contents never rise more 
than the height of a sheet of paper, and 
the in and out movements are very 
easy. This device is made in the ordi- 
nary rectangular shape or can be had 
in the shape of a fan. 

A variation of the upright rack is a 
metal rack with sloping compartments 
and open on three sides so as to facili- 
tate taking papers in and out, while yet 
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the slant avoids their slipping out from 
a horizontal position. 


+ + 


FOUR: An important item of equip- 
ment in the in-coming mail-room is the 
time stamp. Every letter, order and 
document that comes into tbe office 
should be stamped with a time stamp, 
showing the day of its arrival and the 
exact hour and minute on which it has 
been received and opened. It is amaz- 
ing how often this information is valu- 
able in looking up queries, in determin- 
ing the reasons for delay, in quickening 
office routine and in fixing responsi- 
bility. 

Here, again, the equipment can be 
either hand- or electrically-operated. 
One of the simplest hand machines has 
a visible clock; the document is inserted 
with one hand while the other hand 
presses a lever. Date, hour and minute 
are then impressed on the document in- 
serted. The time, of course, changes 
automatically and synchronizes with the 
clock. This machine costs five guineas 
and has a speed of about 80 impressions 
per minute. 

Another type, electrically operated, 
is plugged into the electric main. The 
current actuates an electrical impulse 
clock so that, as a time-piece, it is con- 
tinuously in action. All that need be 
done to time-stamp documents is to 
feed them into a slot provided. There 
are no levers or switches to operate. 
The mere insertion of the letter or docu- 
ment is sufficient to cause the machine 
automatically to impress a stamp of 
the date and exact time. The speed of 
output of this machine is just as fast as 
documents can be fed into it. 


DD in . tee. “See s i Tau > 2. 
= 


On this desk are three important pieces of equipment for the speedier hand- 
ling of in-coming and out-going mail. “On the extreme right is the flat work 


file ; 
of trays. 


above it is the “‘toast-rack”’ file; 
The particular uses of these items are described in this article 


and on the extreme left the cer 
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TIME AND Money SAVERS 





A very Simple 
Personal File 


o” office executive has a filing system 
which is simplicity itself; it works 
well in practice, though it sounds hap- 
hazard. 

As soon as he can get any paper or 
document off his desk and into a drawer, 
he does so. There is only one drawer in 
use, and everything is put into it, one 
thing on top of another, without any sort- 
ing or classification. It follows that the 
latest is always on the top, and when he 
wants to get a recent paper he simply 
opens the drawer and looks for it. 

sually, the more recent a paper is, the 
more often it is required. As soon as it 
ceases to be in demand, it stays in the 
drawer and is covered up by other papers. 

The only basis for this “‘system’’ is 
“Recency’’. By simply laying everything 
in one drawer, day after day, he auto- 
matically ensures that the paper which is 
most often required is nearest the top, and 
therefore easiest to find. 

When the drawer is full, as it is after 

about six days of normal work, he simply 
takes out the entire mass of the letters and 
places it on his desk upside down. The 
oldest ones are now on top. Each piece 
is turned over, scanned to decide whether 
it should remain in the drawer for later 
attention, become dead or sent away for 
filing. 
Though it sounds haphazard, this idea 
works well and takes no time to operate. 
Very rarely a document takes more than 
a few seconds to find. 


++ 


Watch The Cost 
Of Telegrams 


Ane drafting a telegram or cable (unless 
the latter is in code) get someone to 
“‘sub-edit’’ your wording. e are verbose 
in ordinary speech, but verbosity over the 
wire has to be paid for in hard cash. 


++ 


Makes Typists 
Careful 


A? office manager was disturbed at the 
unusually large quantities of station- 

used by the typists. Observation 
showed that stationary was left about on 
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for the office 


the desks for days at a time, until the top 
sheets of the blocks were quite useless. 
Letter headings were also found used for 
scrap paper. It was estimated that quite 
15 per cent of the stationery bought by 
the firm was thus wasted. To remedy 
this, all stationery was issued in packages 
of 50, 100, and 200 sheets. Ten sheets 
from the end, a green requisition slip was 
inserted, to be signed by the typist in 
order to get more paper. 

These slips were filed and at the end of 
the month were totalized, showing exactly 
what amount of stationery each typist had 
received, 


++ 


No Printing On 
Carbon Copies 


|" a large manufacturing concern every 
department made much use of printed 
forms, made up into pads. In most cases 
the duplicates and triplicates were needed 
only for office records. By leaving out the 
printing on the carbon copies a consider- 
able saving was secured, and no one was 
confused by the omission of the printed 
headings as the nature of the forms was 
naturally well-known to the staff. 


PF 
More Simple Forms 
Cheaper to Print 


E ies same firm made a further big saving 
in printing by getting the publicity 
manager to ‘‘vet.’’ all forms before they 
were given to the printer for setting. 
Before this, department heads, who were 
without a knowledge of typesetting, were 





permitted to design their own forms. They 
were ignorant of the mechanical limita- 
tions of the printer and consequently their 
designs of forms called for very compli- 
cated and therefore expensive setting. 


... And the Doctor’s Right 


About saving Costs in the Office 
a doctor writes : “Despite the 
fortifying effect of a sunny 
summer, most people are very 
liable to colds now that sharply 
lower temperatures have set in. 


“If an executive or employee 
contracts one of those catarrhal 
head colds, with sneezing and 
watering of the eyes, it is his 
definite duty NOT to go tothe 
office.” The cold of this type 
is highly infectious and quickly 
spreads throughout an entire 
staff. 

“The golden advice is : 24 hours 
at home in bed, with plenty of 
hot milk and hot, sweet, fruit 
drinks.” 


Naturally, it was not the printer’s job to 
point this out; he simply set what was 
given him. 

The publicity manager, being versed in 
typography, was able tc simplify these 
forms and very much reduce their cost. 





This is the typing department of a nationally known textile manufacturing concern in the 


Midlands. T 


e same make of typewriter (British) is installed throughout and by these, with 
interchangeable carriages, ten-key tabulators and usin 
has been speeded up on an averse of FIFTY PER CENT. 


continuous stationery, the work 
Note effective indirect lighting 


uilt around the pillars 
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HELPING 
the Local Man 


by Mhr. KLD.C. * 


uplicating appliances 
of outstanding 
achievement 


Whether your business Is 
purely local, or whether it 
co ers a particular zonal 
area, there is a definite 
reason why you should get 


in touch with Crichton. O users or prospective users of 
Duplicating appllances should 
instal new e uipment until th 
have investigated the various Britia 
made models manufactured by Elama 
Duplicator Co. Ltd. 


Write to me and I will tell 
you how I helped a North 
London Store, a South Lon- 
don Wine Ketauer, a Liver- 
pool Radio Dealer, and a 
Reading Poultry Fooa Spec- 
jalist, to increase their busi- 
ness turnover in an amazing 
fashion in a short space of 
time. 
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© There is no more comprehensive 3 
range of Duplicating Machines, which = 

extends from the test electrically 

driven bulk -feed Rotary, automatically 

printing from at least a ream of paper 

and at a speed of 120 copies per minute, 

down to the small size hand-operated 

diaphragm machine sold at 45/«, 

No fewer than four different types of 
Rotary Models are available for every 3 
possible requirement. 3 
: 
: 
a 
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* BY ta 


representing m l ‘feel aure that Crichton 

_ IDEAS ; can help YOU whatever 

DRAWINGS your business may be. Drop 

COPY a 4 mea line asking for Broad- 
ae sheet 43 


CRICHTON 


STU DA O $ 


(subssdtary of Greenty s Ltd) 
s CHANCERY LANE, LONDON, W.C.2 
"Phone: HULBORN 8406 





Executsecs of Bust 
ness Concerns who are 
nol familhar with the 
latest office printim 
appliances are poue 


DUPLICATOR fine ai hi 
COMPANY LIMITED °°" 


12, KING STREET, CH EAPSIDE 
LONDON, E.C.2 


PIYMEDEDELPYD PSEEZEATDL/UH BINH HREAN HHL Hitit A BSAA PES EP SEALE EEE TED EE ETS ELSES ER ET 


SSAA IVA eC HNO RAE EET HN Leen TTL THC TEA 


FREE ON REQUES?Y 


= This 132- Page Guide to Successful 
R CAREERS IN COMMERCE 


THousaxns of past studente--mostly 
men of average abthty 
~ato to-day 
firmly 
established 
in the re 
capt of big 
salaries, aS 
a direct result 
of training 
P receaved uader 
the expert guid- 
once of the Metropolitan 
St. Albans. 

They first realised the urgent nosed 

for proficiency m therchosen branch, 
of Commerce, ina then found in TÉ 

College 132-page wde to Careers 
Secretaryship, Accountancy, Law and 
Commerce” the one way whereby they 
SPECIALISED POSTAL TRAINING 
it. SED 

haadrome olima of 132 | in Secretaryship, Accountancy, Law 
pages, which Includes and and Commerce, takan at home In 
; deals in a vividly intaresting spare Eme have dace VOUN asi 
way with s- y ve dons so can do 

11) The Examina-|(4) The best meo- Procure now YOUR FREE copy of the 
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OF THE ERICSSON 
RENTAL SYSTEM | 


If you are Interasted In the subject of telaphone rental youll obtain _| thodof stud. _ | “Gide to Careers” which will open up to 
some useful and enlightening informat on in the special literature wa pA aiad Poata a. Alse up-to-date you a new hfe of 
and quotations dealing with the Ericsson Rental System, In which Accountancy and]ing, taken at home CIVIL SERVICE cheerful and abound- 
everything «a fully explained. Secretanal  Socle-| m spare time— spe- J J ing prosperity. 
Clear speaking, efficient, foolproof, the Ericsson telephone puts ti the Institute|camen study notes, Guide 3 Te Send {d Simply send coupon 
your business on your desk—directors, secretary, accounts, of Cos 













t and Works Practical - 
warshouse—ail at your finger tips. l Acooantants, etc. Sitea PA 


ERICSSON TELEPHONES LTD., 3 Professional *°5 15 Secretanal 

&7/73, Kingsway, London, W.C.2, Telephones: Holbora_3271i/3 B) teers exam-| Accountancy and 
Bar, Londen Uur jects. 

6} The work of the 

Mestad Degrees, College — figures 

showing how tsex- 

i ) How to enteri aminationsuccesses 

ae or these exam-jregularly outnum- 


mations = subjectsi ber those of all 
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COUPON—POST NOW! 
Piease stend me -— without charge or 
obligation—a of the College 132-page 
“GUIDE TO RS”, 
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Ii you want 


FILES 


for «© © eà 


Business Letters èe Estim- 
ates @ Price Lists è Pattern 
Books e@ School and 
University Work @ Maps 
Plans and Drawings @ 
Music © Legal or 
Insurance Papers œ 


CONSULT US 


We have specialised in Files 

of all kinds for thirty-six 

years, for example 
Flat Files with prong 
and binder e Flat Files 
with laces limp or wired @ 
Files with rigid posts © 
clutches è spirals e screws e 
rings @ springback @ Lever 
Arch e@ elastics, With 
Indexes @ pockets @ etc. 


We make these in any materlal— 
manilla @ cloth e leather 
or pegamoid e printed e 
embossed in foil è etc. 


State your require- 
ments. Samples sent 
without obligation. 





THE STOLZENBERG 
PATENT FILE CO. LTD. 


Original Patentees of the Flat File, 
210 BISHOPSGATE, LONDON, EC.2 
Phone: Bishopsgate 1555/6 
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Which of These... 





Te quick collection and delivery of 
goods is one of the greatest essentials in 
business to-day. The new Austin light 
van, on the 7 h.p. chassis, will carry a 
load up to 5 cwts. at 40 m.p.g. of petrol. 
The ten-four van will take loads up to 
8 cwts. See the Austin range on Stand 
No. 71 at the Commercial Motor Show this 
month. Meantime, more particulars can 
be obtained from the Austin announce- 
ment on page 23 of this issue. 


+ 


| you want files for business letters,- 


estimates, plans, drawings, etc., the 
Stolzenberg Patent File Co., Ltd., will 
advise you, without obligation, as to the 
best forms to use. See their announce- 
ment on the preceding column. 


+ 


he forthcoming increased taxation for 

motor vehicles will compel all ort 
users to select vehicles which haul the 
maximum loads for the minimum cost. 
The new Morris Commercial 3-tonner is 
designed particularly with this point in 
view. Examine this new-comer among the 
other Morris models on Stand No. 2r at 
Olympia. See also the Morris announce- 
ment on page 21 of this issue. 


4 


T selection of Christmas gifts for your 
customers is usually a difficult task. A 

t many new and epPropae ase 
owever, have been produced by - 
lators Ltd. See their announcement on 


page 41. 
+ 


ifteen outstanding features are offered 

in the new Guy “Wolf” 2-ton commer- 
cial vehicle, not the least of which is that 
the {25 tax of this vehicle will not be 
raised next year. The “Wolf” is illus- 
trated on e 26. See it also on Stand 
No. 74 at Olympia. 


. + 


Te new Coinometer is one of the most 
efficient devices for handling cash 
transactions. It is simple to operate and 
delivers change automatically to the 
customer. Ilustration and price are given 
on page 6. 

+ 


A unique binder, made of a new alloy 
and claimed to be as strong as steel 
and 30% lighter than aluminium, has been 
produced by Kalamazoo. This new pro- 
duct is illustrated on page 31. 


APPLIANCES 
and 


SERVICES 
Can YOU use? 


O *ece printing machines are the new 
force for the mail order man and 
the business which does any kind of 
circularizing work. The Ellams Duplicator 
Co., Ltd., specialize in this type of equip- 
ment and offer machines which range from 
a 45/- hand model to the latest electric 
driven, bulk-feed rotary. Ellams are pre- 
pared to advise you on any office printing 
problem. See page 39. 


+ 
e 


Ta new Raleigh 3-wheel motor delivery 
vehicle can rightly be described as a 
motor van involving only motor-cycle 
running costs. With 6r cubic feet of load- 
ing space, this little vehicle runs at 35 
m.p.h., does 45-50 m.p.g., and costs only 
£4 for tax. Look at it on page 21. 


+ 


he S traveller's brougham will be 
one of the interesting exhibits at 
Olympia (Stand 77). This is a dual pur- 
vehicle: the door being at the back, 
t enables the rear seat squab to be 
replaced and so to convert the car into a 
4-seater saloon. Singers have an announce- 
ment on page 23. 


+ 


DIS Brothers (Britain) Ltd., on Stand 
No. 62 at Olympia, are exhibiting an 
efficiency range of 2-ton vehicles. See also 
their announcement on page 25. 


a 


OMITTED 
From Last Month 


he list given in last month’s issue of 

the appliances shown at the Business 
Efficiency Exhibition was not quite com- 
plete, ag we omitted to include the 

: pres” office over-printing machines 
in the report. 

These machines will over-print en- 
velopes, catalogues, price lists, tables, etc., 
with distributors’ names or other require- 
ment and the result will be aa effective 
as the original printing. They will print 
your own advertisements on stationery or 
other matter; will print direct on to made- 
up boxes and will do a multitude of 

ing-in jobs which would not be profit- 
able to give out to full-size printing 
machines. See their announcement on 


page 47. 
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OF YOUR BUSINESS READILY 
© £ ACCESSIBLE ? 
° = “SELDEX” WILL PRODUCE 
Cie THESE FACTS QUICKLY, 
tA SURELY & ACCURATELY 
“SELDEX™ WILL 
CUT YOUR COSTS 
REDUCE YOUR 
STOCKS, INCREASE 
YOUR SALES AND 
SPEED UP YOUR 
COLLECTION OF 
ACCOUNTS 


BEFORE INSTALLING VISIBLE RECORD- 

ING EQUIPMENT INVESTIGATE FULLY 

THE ADVANTAGES OF “SELDEX” 
THEY ARE MANY 


“SELDEX” covers every known method of visible record- 

ing and has earned for itself a lasting reputation for Its 

service to the cause of scientific business management 
and control, 


THERE IS A “SELDEX” 
EQUIPMENT FOR 
















LINE 
LDE€ at 
MORR IR XWGOLAMD 


Write for fall particulars to :— 


INFALLIBLE CARD SELECTING Co. Ltd. 
“SELDEX” Works, Hazelwell Lane 
Stirchley, BIRMINGHAM 


Kings Norton 1618 


Fanfold’s 
Labour Saving Stationery 


Systems 
@ 


ELIMINATE UNPRODUCTIVE LABOUR 
IN HANDLING YOUR MULTIPLE FORM 
WRITING 


Ask us to prove to you that we can 

save you £1.6.8 on every 1,000 

Multiple forms completed in your 
office 


SPEEDOFORM | FANFOLD | TRANSKRIT 


Santoly, 


NORTH CIRCULAR ROAD, LONDON, NL.W.2: 
Talopnone: GLAdstone 5477 


ARE THE ESSENTIAL FACTS 
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D How employers 
\'s are solving gift problems 


Wm for staffs and friends 
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Many employers have discovered in Mordan’s 

“Everpoint” Pencils a gift which wins un- 
bounded appreciation from recipients. 

| A Mordan “Everpoint’ Pencil is not an 

ordinary pencil. It is the outcome of over 109 

| ears’ experience In pencli craftsmanship. The 

lead Is as firm as It would be if encased In 

wood. The propel-repel actlon is the most 

dependable device Invented for the purpose. 

And the finish is perfect. 


MORDAN iei 


Many exquisite styles, © Erinold from 2/6. Silver and Gold 
at various prices. (LONDON Made) 


Of Stationers, Jewellers and Stores. Sole Distributors : 


L. G. SLOAN LTD, 41 Kingsway, London, W.C. 2 


WELL-CHOSEN 
GIFLS 












END “Mouldings of 
Merit” this Xmas— 
any design in any colour, RA 
cleanly moulded in bake- i 

lite. Distinctive, yet : i 
inexpensive. Your WI ! | be i 2 
trademark or signature a 
worked into the design. constant use 
Supplied from stock or 
to your own require- 
ments. 

Choose in good time ¢ 
to get the best results. “(i 
Our experts will gladly “& 
assist you-—their ser- 
vices are free. Write Write for complete list 
or “phone Tot. 4256/8 of designs and pric2s 





























Derby Rd., Worka 
Montague Rd., 
Edmonton, London, 
N. 18 





MOULDINGS OF MERIT 
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| planned 
This | 
Mans 

Career 


HOPEWELL was a Led 
Clerk at y/- a week œ 
he enrolled with The School 








and was considered redundant because of the 
introduction of cad rior Machines, He passed 





Let me plan 
your career 


As Principal of The School of Accountancy 

for 23 years, I bave dealt with many 
thousands of problems regarding careers 
for men and, as a direct result of my 
advice, thousands of men have risen to 
lucrative executive appointments in Com- 
merce, Industry and the Public Services. 
I can do for you what I have done for so 
many—point the way to profitable en- 
deavour. Write to me personally, stating 
your age, education, business experience, 
and aspirations. 


SEND FOR THIS 180 PAGE 
FREE GUIDE TO CAREERS 


Some Chapters in the Guide: Advice from 
Business ers. How office men and 
women can rise to appointments snch as 
Accountants, Company Secretaries, Cost 
Accountants, Office Man- 
agers, Auditors, Cashiers, 
etc. How technical men 
can qualify as Commercial 
m and Works Managers. How 
0 salesmen can climb to man- 
agement positions. Courses 
for Youths and Young 
P77 Ladies. 
oF” Reports certified by a Char- 
tered Accountant. Opinions 
of eminent University Lec- 
turers on The School’s ser- 
vice. Tutorial Staff and Methods of 
training. The School’s incomparable 
record of successes in the Accountancy, 
Secretarial, Banking, Insurance, Matricu- 
lation and Comunercial Examinations. 
How the Principal’s advice on the problem 
of your career can be obtained free. 






# 





CIVIL SERVICE CAREERS. Inspector of Taxes, 
Saun ang e. Pre ee at T are 
Post ce, n Asistan is e 

e 15 to 24. for separate ie Civil Service 
Gui 


THE SCHOOL OF 
ACCOUNTANCY 


257 BUSH a PN: 117 Regent House 


Shell House 
London WC2 iohannesburg 








Students’ Success, 


HOW IS BUSINESS? 
(Continued from page 15) 


and production are going up, but 
the cost of living has not risen; 

—thero 1s a prospect of a budget 
surplus and of reduced taxation, 
instead of a budget deficit and a 
threatening increase in taxation; 

—we are importing millions of pounds 
less of manufactured goods, but 
are producing them ourselves for 
our own consumption. 


Emptre Also 
Progresses 
papire conditions are also improving. 
Canadian foreign trade figures are more 
than 25% above the same month a year 
ago. Exports alone o 35%. Unem- 
ployment is dowa by a million or 
334% in six months. Internal business is 
up by 30%; wholesale prices by nearly 
10%. <A proportion of this improvement 
may be due to American inflationary infu- 
ence, yet Canada’s export increases are 
due to extension of Empire trade; the pro- 
portion of both exports and imports to the 
Empire has increased by 25%, while the 
U.S.A. proportion has decreased; which 
means that Canada’s prosperity is helping 
England’s prosperity and vice versa. 
Australian conditions continue their 
upward tendency. The budget shows a 
surplus, taxes will be reduced, particularly 
for the primary producer. The rise in 
commodity prices has helped Australia 
more than any other country in the world, 
She has a favourable trade balance to-day 
more than sufficient to cover her external 
debt interest. She is therefore on the eve 
of becoming a larger buyer of foreign 
goods. And Great Britain is receiving an 
increasing share of this buying. 


International Trade 
Restrictions Easter 

estrictions on international trade are 

inning to ‘‘unfreeze’’. This is an 

important favourable feature in the present 
trend. From many countries it is om- 
ing easier to buy foreign exchange and 
draw out remittances. Restrictions in the 
way of quotas are being eased. Increase 
in cable and wireless trafics is a further 
indication. 

More and more European countries are 
turning favourably towards increased 
British trade. Portugal's discriminations 
against British shipping has been eased. 
Sweden and Finland are taking more coal 
and coke. Latvia is placing orders here. 
Sweden is encouraging buying of British 
goods. Denmark is buying more British 
goods, and more than from any other 
source. Holland is looking forward to a 
new trade agreement with Great Britain. 
Ioquiries are even being received from 
Austria; and while Austria’s imports have 
been reduced and her exports increased in 
the last year, so for the moment decreasing 
her foreign purchases, this is improving 
her financial position and should eventu- 
ally make her a more prosperous buyer. 

Though her adverse trade balance is still 
unduly large, France’s exports and im- 
ports both show a drop in money value 
but an increase in tonnage; her internal 
and shipping trade is also increasing in 
terms of tonnage; which would indicate 
that conditions in France are improving 
even though the turnover in terms of 
money has not increased. French business 
is being retarded mostly by her unbalanced 
national budget: she is facing a deficit of 
around {72,000,000; only one-third of this 


(Continued on page 45) 
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Did your last mailing piece ` 


follow the fate of a goodly pro- 
portion of print or was it read 
and kept? Illustration can 
make or mar mail advertising. 
Forceful pictures can focus 
your prospects’ eyes right on to 
your folder or brochure. 
Set Nickeloid to work 
on youre pictorial problems. 
The Nickeloid Electrotype Company 


Limited. Printer Street, London, 
E.C.4, Blockmakers & Photographers. 


NICKELOID 








£1,000 a Year at 35! 


This fine income is enjoyed by many 
trained salesmen wth no previous 
selling experfence, Are YOU making 
your way as you would like? Can you 
aay NOW—with any degree of certainty— 
exactly what your future prospects are? 


If not, it will pay you to read the fasci- 
nating bask, ‘ king Yo r Way,” 
issued free by the National Schoo! of 
Salesmanship. It shows you how to 
qualify ‘or the finest vocation of n odern 
times—SELLING ; bow you. an go ahead 
NOW and ‘‘gat there’ more quickly; 
how yo: can make your way by sheer 
salesmanship. 


Send for this 
FREE BOOK 


experts who have 
compiled the 
National Course 
in Modern Sales- 
mansbip, Here's 
the co ' Send 
rt NOW, and 


will have ** 
ing Your Way” 
by return, 


The National School of Salesmanship Ltd. 
Sunlight House, Manchester, 3 
The National School of Salesmanship Lid. 
Stenlight Honse, id 579 
Please send me a copy of “ MAKING YOUR 


WAY," which shows me how to make my 
way tn hfe by Salesmanship. 
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RELIABLE 





Here's the Proof ! ! 


REPEAT ORDERS 
Definitely prove that 





INTERCOMMUNICATING—AUTOMATIC—LOUD -SPEAEING 
The Dictograph Telephone System enables you—as Principal 
—by the merest flick of a key—to 


~~ 


‘LANGAPRES’ 
is 
Economical 
and Efficient 


MESSRS HAMMOND’S, LTD., 


Get through instantly 
to any departmental 
member of your organiz- 
ation, without turning a 
dial, calling Exchange, 
holding an earpiece, or 
speaking into an unsanit- 
ary mouthpiece. 

Talk naturally to him, 
without raising your voice 
and without moving from 


Hear their replies aloud 
through a loudspeaker as 
distinctly as if they were 
standing at your side. Lf 
you wish your replies to 
be for your own ear only, 
an earpiece is provided 


Retain both hands free 
to write or hold papers 
whilst you talk, or even 


Paragon Square, HULL. Oct. 2oth, 1933 your seat or even from walk about the room or 
Dear Sirs, OO PEE E RE Goa ngs T your usual attitude. dictate your letters. 
Printing Machine we bought from you goes on its Hold a conference 
Ses es ee oe he ee ne ae 3 between several of your in a polite manner over 

if you will send us a No, 2 Model, complete with departmental “heads” other conversations 
en ee o each Visiting Card without anyone leaving between your depart- 

Thanking you, we remain, his department ‘‘leader- ments. 


Yours faithfully, less’’ 

HAMMOND’S, LTD. 

(Their first order was executed in March, 1932.) 
Repeat orders also received from: Joseph Lucas, 


Ltd; Selo, Ltd; Boot’s Pure Drug Co., Tecalemit, 
Ltd.; Jaeger Co, Ltd.; International L Insur- 


; A peratve 
Wholesale Society, Ltd; Ready Radio, Ltd: 
f , Lescher 





AND ALSO PROVIDES 


* 


HOUSE TELEPHONES 
| 
| 


Secure right of way © 
| 
| 
| 


Ready (G.B), Ltd: 
Sutton & Home, Germ Lubricants, Ltd ; Kenrick 








The “LANGAPRES” has been proved during the 
four years to be a practical Office Pnnting 


Ordinary printers’ type is nsed and it hana 
will print on abel eaea: It shows economies over 
previous methods, and the small outlay is recovered 
m a few weeks. We have definite proof of its 


utiHty in office or factory. find out. We give free demonstrations in your 


ot % 
Can you afiord to be without such conveniences 
in your business? It will cost you nothing to 


MAY WE SEND YOU PARTICULARS? 
3 Models from £7 10s. 0d. Complete Outfits. 
Danronstators oaly call by Appointment. 


DICTOGRAPH TELEPHONES Led. 
Head Office and Works— 
LANG CLAYDEN, LTD. Aurelia Road, Croydon 
BUSH HOUSE, Telephone : Thornton Heath 2240 (2 lines) 


BRANCHES LONDON, MANCHESTER, BIRMINGHAM, GLASGOW, DUBLIN, 
ALDWYCH, LONDON, W.C.2 BELFAST, LEEDS, BRISTOL, NEWCASTLE, CORK, Ete. ' 5 





Sole Manufacturers : 











| 
| 
i 
own premises without charge or obligation. 
| 
| 
l 
ì 
























Send for FREE Book—It Reveals | 


the Big Income Advertising Offers You 


OY 95 vis, ees 
N for 10/9 LRN ci EENS Saft ae The career of Advertising offers splendid scope for men and 
. RNB D women of education. Every year £200,000,000 are spent In 
f Ut a Advertising In Britain alone and high salaries are paid to thosa 
v trained to create and handle It. We can train you in your spare 
time to qualify for a position in the Advertising business, where- 
ever you live, and without in any way Interfering with your present 
employment or occupation. if you own your own business, you 
should have a good knowledge of advertising, for remember that 
Advertising stimulates sales and increases profits. Write or call 
Pay for a free copy of the Brochure—* ADVERTISING— 
the Career that Abounds in Opportunity for You.”"— 


THE BRITISH COLLEGE OF ADVERTISING 


(Desk 2) 6, CARMELITE STREET, LONDON, E.C.4. LTD. 


O 
x 





tough 

ba * Galvanised Wire, is ideal 

tor roads, h raro tennis 

courts In various belghts from sit, oe at 

10/9 per 25 yd. roll, without posta, 14 sizes 
and Lai di is application. Send for Peet N F.L. 105 
PARKER, WIADER & ACHURCH, Ltd , Fencing Coatracters, 


tos Broad St, W.ı BIRMINGHAMI. LONDON: 48 Gi. 
Marlboro’ St.,W1. MANCHESTER, | COVENTRY 


EMPIRE fink FENCE 
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VISIBLE « 


RECORDS 








ARE the vital facts of your 
business hidden away in 
ledgers? Can you tell at a 
glance, to-day, the present 
state of each item of your 
stock, the comparative sales- 
performance by areas and customers during the last six months, and a 
dozen other facts that are vital to the efficient running of your business? 





Kardex records give you a comprehensive grasp of your business 
because they present facts instantaneously and visually. That is why 
Kardex has become an integral part of so many great organizations. It 
would be difficult to mention a large firm that is not a user of Kardex 
to-day. 


Write for the most applicable of the following Bulletins and find 
out how Kardex can help you in your business—‘‘Purchase and Stock- 
taking’, ‘“‘Sales and Order Records”, ‘‘Ledger Control’’, ‘‘Credit 


Control’, or ‘‘Hire Purchase Accounts’’. 





KARDE 


I, LEADENHALL ST., E.C.3 


Tel? Monument 3921 (7 lines) 
AND ALL PRINCIPAL CITIES 





“PROFITS in the industrial 

STATIONERY BUYER ceil cat ae igen 

rest on a recognition of the 

When ordering— importance of the management 
r,” 


é $ 
oW AN i R K [from the New Year Manifesto 
Bened by leading Britssh industreatiste. 


tor general office use |||{, WALLACE CLARK & COMPANY 


remember that the larger CONSULTING MANAGEMENT ENGINEERS 


. ients in leading industries 
sizes are most economical ii aoe, n 


European Headquarters: 


20 oz. 2/9; 30 oz. 3/6; 40 oz. 4/6; 25 Ave. Victor-Emmanuel [11, Paris 


$ Gall. 7/-; 4 Gall. 12/6 
INFORMATION ON REQUEST 
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BETTER LIGHTING 
` (Continued from page 32) 


2. There are experts who understand 
the technique of lighting just as 
thoroughly as the engineer knows 
the capabilities of his machines. 

3. These experts should be con- 
sulted just as naturally as experts 
in building, marketing or accoun- 
tancy are consulted. 


Too much cannot be made of the 
point that lighting is a specific and 
highly scientific tool essential to every 
business, and every branch of the busi- 
ness. It is as specific and essential as 
an adding machine, a production 
machine or a transport unit. Neglected 
or mishandled, it is as detrimental to 

rofits as any of these three latter 
ctor would be in similar circum- 
stances. 

The following instances will fully 
prove this point (the cases are cited in 
a Government report): In a factory 
where assembling work was carried on 
the illumination was increased from 7 
to 20 foot-candles; as a result, output 
was increased by 33 per cent. The 
increased value of the work paid for the 
increased cost Of lighting twenty times 
over. In another case, improving the 
already fairly good light in a textile 
mill increased output by 11 per cent. 


Here the extra value of the work paid - 


for the extra cost of the light nine times 
over. Does this not show what a drag 
on business, what a barrier to profits is 
improper lighting? (‘‘Foot-candles’’ is 
distinct from ‘“‘candle-power’’, and 
means the amount of light actually 
falling on the object or surface being 
worked upon.) 


Effective Lighting Can 
Easily be Measured 


Foot candles, or ‘‘effective illumina- 
tion’’, can be as easily measured as the 
temperature of a room. One of the 
many types of portable photometers 
now available will enable this to be 
done instantly. 

The effective illumination needed for 
various jobs ranges from 8 foot-candles 
for rough work to 25 foot-candles for 
fine, close work. 

It is impossible in an article of this 
kind to describe exactly the different 
forms of lighting required for various 
jobs, The great point is to appreciate 
that lighting is a specialized ‘‘tool’’ of 
business, and that it is most efficient 
when installed by, or upon the advice 
of, an expert. Speaking generally, how- 
ever, interior lighting falls into the 
following main divisions :— 

I. For general offices, drawing offices 
and showrooms should be used general, 
diffused lighting obtained by diffusing 
units or standard dispersive reflectors 
in conjunction with opal bulbs of ade- 
quate power. These give a soft, clear 
light of 10 to 25 foot-candles without 
shadows. 

2. For machine and assembly shops; 
(a) general lighting with comparatively 
high power units (100 to 300 watts). 


oR Se eS ee 


(Continued from page 42) 

is being found in cuts of expenditure; 
and the other two-thirds amounting to 
£50,000,000 is being found through new 
taxation of one kind or another. France 
is therefore facing the same unsettlement 
due to increased taxation which we experi- 
enced two years ago. 

Russia's imports have decreased by 
nearly one-half. China and Japan are also 
importing less; China's adverse balance of 
trade is hopeleasly adverse. 


No “War Crisis” 
in Germany 

he political situation in Germany 

renders it almost impossible to deter- 
mine on the trend of her internal trade 
and makes her a doubtful quantity as a 
market for foreign goods. Employment is 
supposed to be rising. So is production 
—as, for instance, pig-iron and steel which 
have risen 10% on the preceding month 
and as much as an average of 70% on a 
year ago. But whether, as in the case of 
America, these are healthy and true 
increases, it is difficult to say. 

The international political unsettlement 
resulting from Germany’s withdrawal from 
the Disarmament Conference will have no 
effect on our trade after it has passed out 
of the day’s news. It is not the ‘‘most 
serious crisis since 1914’’. It is certainly 
a hitch; tt will prolong @olitical uncer- 
tainty in Europe. But it will not affect 
by one iota Britain's domestic or Empire 
trade, nor the onward march of our 
favourable trading agreements with foreign 
countries who are gravitating to our 
group. 


U.S.A. Situation 
Still Uncertain 


he U.S.A. situation is more uncertain 

and potentially menacing than at any 
time since March. We have pointed out 
consistently that the Roosevelt plan is a 
courageous adventure—and a great 
gamble. The world has hoped it would 
succeed, for its success would help for- 
ward world recovery. But the p is 
unorthodox and natural economic 
laws; the chances are therefore against it— 
but long chances have come off before this! 

The crisis in the plan is approaching; it 
will be reached somewhere between now 
and next March. At the moment the 
Recovery Administration is meeting rou 
weather; prices receding; production de- 
clining; seasonal upturn absent; retail 
trade contracting; exports down; agricul- 
ture turning definitely hostile; public 
confidence waning. Exactly what, if any- 
thing, permanent the N.R.A. has accom- 
plished and exactly how much faith and 
enthusiasm it still enjoys—this no one 
seems able to estimate. 

Further plans are still in the Admini- 
stration locker; “buy now” campaigns, 
advancing money against crops, forcing 
credit on to pada inflation—all arti- 
ficial and questionable remedies. And now 
comes the lovely picture of a vast market 
in Russia which will absorb {70,000,000 
of American goods and give employment 
to 300,000 men. We had this picture 
painted for us, too, some years ago, and 
we know what it is worth! 

The world in its struggle towards 
recovery can expect no support from 
America during the coming winter. It will 
be fortunate if it does not get an adverse 
backwash from it. The one hope is that 
the undoubted improvement in general 
world conditions plus America’s own 
efforts may by next autumn create a solid 
basis for sound upturn in the U.S.A. 
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YET ANOTHER ANGLEYON 
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ROTAPRINTING GIVES YOU A FREE HAND... 


To be independent of the printer—and his charges—by having 
in your office a printing machine versatile enough to handle ali |; 
the different kinds of printed matter you require—isn’t that 
worth consideration ? 

An efficient junior can produce all your office forms, ledger 
sheets, catalogues and price lists, special offers, circulars and 
sales promotion matter, exactly as you plan; delivering the 
quantities you need, large or small, right up-to-the-minute. 

Rotaprint as a machine is unique in printing without type, 
blocks or stencils by a process new, simple and inexpensive. 


You save on the average 50% of your printing bill. 


For convincing proof, tell us your printing needs. Then have a demon- 
stration—without obligation, of course—and see for yourself how Rotaprint 
meets them. 


"> 











+ - 
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Write or 'Phons to-day to: 


Kaye’s ROTAPRINT Agency, Lto. 


CECIL HOUSE, 57a HOLBORN VIADUCT, LONDON, £.C.1. 
CENTRAL x300 (8 Ines} 
Also at: BIRMINGHAM, BRISTOL, GLASGOW, LEEDS, MANCHESTER, 
NEWCASTLE-ON -TYNE and SHEFFIELD 
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Control and check time 
with a “NATIONAL” Master 
Electric Clock & Time Recorder 


Manufacturers of TIME STAMPS, 
RADIAL, AUTOGRAPH & COSTING 
RECORDERS, also ELECTRIC DIALS 


British Manufacturers and Patentees 


NATIONAL TIME RECORDER Co. Ltd. 


Aquinas Street, Stamford Street - S.E.1 
Telephone: Hop. 6641-2 Telegraphic: Natrecord, London 






MORE 
DISPUTES 
ON PAY DAY 


USINESS houses are eliminating un- 


B picasan wage disputes by employ 


WALLETS—-the really anne pay envelope. 


Employees can check their money—even 
handle their notes, ma extraction and 
without tearing the wallet 

In case of a miz-count, can be easily 
checked without pact ng being 
absolutely secure and ot wages 


being made up and sent any gena with- 
out 

Yet LANCASTER pay wallets are with, 
practice speedier than the ordinary trans- 
gan envelope because notes need not 


Free sample Wallets 
and Prices on rogues}. 


LANCASTER BROS. & CO. 
Cash Bag and Envelope Specialists 
Shadwell Street 
Birmingham 4 





COLOURDEX 


Ensures Visual 


Control 


of STOCKS, COSTING 
SALES, PERSONNEL 


ETC. 
An entirely new system which 
combines complete visual control 
e with the following advantages :— 


@ It is essentially simple 
@ Skilled employees are not required 
@ Eliminates cumbersome written figures 


@® Gives facts and figures In a manner 
striking In general significance and 
immediate in detail 


Further detalls sent upon application to i=- 


L. C. SMITH & CORONA 
TYPEWRITERS LIMITED 
Melbourne House, Aldwych, W.C.2 


The Badge of 


) OFFICE 
2 OFFICE 


4 PLANNED 





METHODS 
EQUIPMENT 
3 P. S. SECRETARIAL CENTRE 
PRINTING 
§ ABETTERSOURCE FOR 
YOUR STATIONERY§PURCHASES 


JUST PUBLISHED 


PLANNED 
SELLING 


A Complete Course in the —— Modern Sales 
manship, Sales Promotion & Sales Management 


By J. W. POWELL, ABLG.T. (Eng ) 
HIS modern work pro- 
vides a co-ordinated plan 
of sales preparation and 

attack that is directly and 
profitably applicable to the re- 
quirements of all actively con- 
cerned with the marketing of 
goods. 228 pp. 8/6 net 


Order from a bookseller or 
SIR ISAAC PITMAN & SONS, LTD. 


PARKER STREET, KINGSWAY, W.C.2 


Mass Me 
PRODUCTION @ 


Do you Know ? 


—that by our Mass Production 
Methods we can supply you with 
250 Real Photo Postcards for 
17/-. This price includes repro- 
ducing from any Photo, Drawing 
or Sketch, andincludeslettering. 


Send a postcard for samples and 
a pace y of our booklet ‘‘Photo- 
c Printing.”’ 


B. "MARSHALL & CO, 


FORD STREET - - NOTTINGHAM 








Å SERVICES WITH UNIQUE QUALITIES 


For details of the bensfits which theis 
Serowes will bring to your business writs to 


PHILIP SAMUEL 


20 HIGH HOLBORN, LONDON, W.C./ 


Phons: 
Chancery 7727 (Private Branch Exchange} 
a ee 
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Who Makes The 
BEST 
DIRECTORS? 


(Continued from page 9) 


the third quarter of last century, 
according to Say, the French economo- 
mist. ‘‘Everybody is absorbed in his 
own affairs. Those who allow them- 
selves the slightest relaxation in their 
labours are promptly overtaken by 
ruin.” Apparently restless energy, 
almost of the modern American 
“hustle”, was the key-note of the 
British business world. 

To-day it is argued that the public 
school idea of “the gentleman’’ and 
what is “good form” are putting the 
brake on enterprise in every industry. 
For that ideal almost precludes an in- 
tense a tion in business. On the 
other hand, it includes the long week- 
end devotion,to sport and certain stan- 
dards of comfort, not to mention a love 
of country life. 

It is argued by these critics, and also 
by Professor Sargant Florence, that the 
public school ideal is entirely unsuited 
to modern business conditions. By set- 
ting static standards of conduct, it is 
said to kill initiative, enthusiasm and 
that ingenuity which always seems to 
me one of the essentials of success in 
business. 

Professor Sargant Florence actually 
analyses the reactions of the various 
types of director to a revival in busi- 
ness. He puts his conclusions in the 
interesting chart opposite. 

The reactions of the private owner or 
the financier whose payment is largely 
based on sales is naturally towards ex- 
pansion. The more goods sold, the 
higher his commission and dividends. 
This gives us curve A.A., ie., the 
higher the profit per unit the more he 
will expand output. (This may entail 
an eventual reduction in profit as well 
as price, but not normally a diminution 
of total profits.) 

On the other hand, the head of the 
family business, the professional man 
and the expert, may be quite likely to 
be satisfied with a normal return, i.e., 
if the profit per unit rises they will not 
think the worry and trouble of expan- 
sion worth while, since their normal 
income is more than assured. The re- 
sult is the stable curve, B.B. 

It is even possible that the heads of a 
private business of the family type, and 
certain directors also, may relax their 
efforts and allow production to contract 
if profits per unit rise (curve C.C.). 
This may sound incredible, but one sees 
it happen every day. After all, most 
producers’ price agreements have just 

It follows that the private owner, the 
family owner, and the expert or profes- 
sional director, and possibly the pro- 
moted employee, would be against ex- 
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MANAGEMENT - CONTROL - POLICY 


pansion in this country. Those in favour 
would normally be the more ambitious 
private owner and the financial director. 

It is probable that the professional 
administrator would be rather more in 
favour of expansion than against it, 


‘although one cannot accept this as the 


general rule. So often the professional 
administrator is more interested in 
his smoothly-running machine than in 
either profits or turnover. 

An interesting deduction from these 
inquiries 1s that the time payment or 
annual salary on which the private 
owner and the professional type of 
director base their calculations nowa- 
days is inimical to expansion. 

The clearest evidence of this may 
be found in the different policies 
adopted by the older industries, often 
under elderly control, and the younger 
industries, under relatively younger 
control. Conservative stabilization and 
price agreements are the watchwords of 
the former. Active development and 
price-cutting would seem to be the 
slogan of the younger man. 

Businesses in these younger indus- 
tries are still in the hands of the first 
generation. ‘The principals and direc- 
tors stand to gain largely by expansion. 
They have not yet risen te the highest 
possible standards of life nor seen their 
business ambitions realized. 

Therefore, the best stimulus that 
could be applied to the older British 
industries to-day would be the linking 
of the directors’ and managers’ remun- 
eration with results. To my mind pay- 
ment of directors in large part by com- 
mission on turnover or profits would do 
more to stimulate expansion than the 
most economical salary agreements. 

Three conclusions with reference to 
the direction of the average small busi- 
ness arise from these considerations. 


(a) The time has come to fix and en- 
force a definite retiring age for 
directors and managers. 


(b) The addition of a trained admini- 
strator to the engagement is an 
experiment worth attempting 


when an opportunity occurs. 


(c) It is a mistake to pay directors 
and managers purely on a time 
basis, since it stifles enterprise. 


PUTS A CHECK ON 
SALES TALK 


The buyer of a big paper mills always 
has his secretary in the room when an 
important salesman calls. She takes 
down a verbatim report of the travel- 
ler’s remarks so that the buyer has an 
accurate report. 

This plan also ensures that the sales- 
man’s description of the article shall 
be reasonably accurate. He is less 
likely to be carried away by his own 
enthusiasm if he knows that his re- 
marks are being taken down. 
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COME and SEE 


The greatest value ever offered m 


STEEL 
FILING 
CABINETS 


@ They are soundly constructed, 
the drawers running on roller 
suspension arms. Finished in 
stoved green enamel at 


£4 10 O 


Four drawer F’cap £5 10 0 


Locking attachment 15/- extra 
Delivered Free im the United Kingdom 


OUR NEW SHOWROOM is situated at 


Four drawer Qto 


316-323 ABBEY HOUSE 
Victoria St., London, S.W.1 


’Phone: Victoria 1045, 1046 


CARTER-PARRATT LT). 








YOU SPEND HOURS 


trying to save money. A GLEDHILL-BROOK TIME 
RECORDER will do more—it will help you to make money, 
by turning unproductive time into productive time. Tighten 
up your time-keeping and reduce waste by installing the British 
G.B. System. On Free Trial if you wish—send for particulars. 


GLEDHILL-BROOK 


TIME RECORDERS LIMITED, 38 Empire Works, HUDDERSFIELD J... 
MANHENNININHANIENHMRHINANA N R 
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MARCHANT 


“MASTER OF MATHEMATICS” 


CALCULATING MACHINES £ 


The 100% electric calculator that ts indicsacabin 

eo every business office. Every os onload la per 
and automatically, obviating 

the neod for trained operators: 

The Marchant will speed up your clerical 

ra fsa piel and eliminate 

Guaranteed lea 





Full particulars from 
‘ MARCHANT DIVISION 
L C SMITH and CORONA TYPEWRITERS LTD. 


Melbourne House, Aldwych, W.C.2 
TELEPHONE TEMPLE BAR 2592 
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THE PROBLEMS OF GOOD AD- 
VERTISING PRINTING HAVE BEEN 
OUR SPECIAL STUDY FOR OVER 
FIFTY YEARS, AND THIS LONG 
SPECIALISED EXPERIENCE HAS 
RESULTED IN A REALLY UP-TO-DATE 
AND THOROUGHLY EFPFICIENT 


SERVICE 
® 


OUR ORGANISATION 15 Í AT YOUR 
DISPOSAL, SEND US YOUR PROBLEM 
OUR ARTISTS WILL SOLVE IT 
WITHOUT OBLIGATION 


© 
W. MARK & CO. 


LIMITED 
THE DRAPERY 
NORTHAMPTON 
AND 
29 KING WILLIAM ST. 


HONE 


LO NDON, E. Gs 4 pasion House 8674 


HOW HE SPENDS 
HIS BUSINESS DAY 


(Continued from page 45) 


At these times Mr. Brett, whether 
ing with an old friend the glories 
of the hunting-field or discussing the 
high technique of a new welding pro- 
cess, continuously massages his fore- 
head with the unsharpened end of a 
yellow pencil. So much is this a habit 
with him that on one occasion during 
our inferview, when he had crossed the 
room to show me something, he went 
back to his desk to get the yellow 
pencil. i 

On most afternoons in the week Mr. 
Brett goes home soon after five o’clock, 
for he believes that he can think more 
clearly about his business after an 
evening spent in some totally different 
occupation. ‘‘A man’s efficiency,’’ he 
with the amount of 
oxygen he breathes.” 

On alternate Fridays a conference is 
held. It is the only full-dress plenary 
session of departmental heads which 
this firm holds. _Internal routine is 
never discussed; scientific matters con- 
nected with welding, the introduction 
of new processes and the development 
of existing ones are considered in an 
atmosphere reminiscent of that at a 
meeting of the British Association. 

When a conclusion has been reached, 
the scientists become business men 
soe and discuss suggested advertising 

igns—-Mr, Brett's designs are 
ra criticized—and- the policy of the 
pies in its broader The dis- 
cussions are terse and to the point, for 
everyone wants to go home—a five-day 
week is the rule—and everyone knows 
that everything must be settled before 
the meeting closes. 

“Well, gentlemen, that’s that,” says 
Mr. Brett when the last item on the 


.| agenda before him has been ticked off, 


“good night,’’ and he has seized his 
hat and is in his car heading for his 
home on the Sussex Downs before the 
others have collected together their 


papers, 


PUBLICITY WHICH WORKS 
BOTH WAYS— 


A” idea for increasing sales pressure in 
rather a subtle way is being used by 
the sales manager of an office machine 
manufacturing com 

Whenever a sale baedi the salesman 
suggests that it might prove worthwhile 
publicity to have affixed to the wall of 
the show or demonstration room, at head 
office one of the -customer’s show cards, 
This usually proves an attractive proposi- 
tion, and the customer suggests reciprocal 
action with one of the office machine com- 
pany’s 

There is this point in addition: when 
prospective customers of the machine call 
at the showroom and see, perhaps, a com- 
petitor is a user, they are more inclined 
to make a speedy decision. 
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DON’T ORDER 
BLOTTING 


till you bave tested 


© 


The unique green blotting with 
a big price saving 
174 X 224 
+ Ream 6/6, $ Ream 12/-, 1 Ream 23/— 
Carriage Paid 
Send for Samples TO-DAY 
IT WILL PAY YOU 


LANCASTER BROS. & CO. 
Envelope Specialists 
Shadwell Street, Birmingham 4 
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tis not NEW/ 


Purne wa the Ur ay (2350 B.C.) 
ed In stone. 


It rH durability, but it was a 
slow method. 
Nowadays business men need a 
Ara A ale and efficient method 
o eang with the multifarious 
modern business. 


“Robin” Looseleaf Books 


j are Ideal for the purpose. 


We will send on seven days’ 
approval one “Robin” Looseleaf FOR 
Book with A-Z Index and 200 10/- 
leaves size 5” x 8” ruled for stock post 
record, or ruled felnts If preferred Fræ 


56-page iusivated catalogue post free on request 
J. W. RUDDOCK & SONS 
LINCOLN 
and at 3 OLD JEWRY, E.C.2 
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They 


think 


you a 
fool! 





PEOPLE would think you a poor «au. 


sort of business man if you failed 
to insure your stock and fittings. 
But you have assets, probably far 
more valuable than these, which are 
not insured because no insurance 
company would cover them—your 
outstanding balances. 


If all your records were destroyed 
by fire how many of your outstand- 


_ing accounts could you collect? 


Not more than 30% according 
to statistics. This would 
probably involve you in a loss 
running into many thousands 
of pounds. 


As a rule, nothing is done 
to protect papers except to 
keep them in steel safes which 
keep out flames but do not 
keep out heat. And remem- 
ber, paper becomes charred 
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and illegible when sub- $ 
jected to temperatures / 
even a little higher than - 
300°F. 


Through Certified Safe- 
Cabinets we offer you 
absolute Assurance for 
your ledgers and records. 
For the first ten years it 
costs you no more than 
an ordinary policy cover- 
ing stock or fittings. 
After ten years it costs 
you nothing. 





Every week businesses are 
crippled by fire. Write for par- 
ticulars of our Certified Safe- 
Cabinet Assurance. No cost or 
obligation. 


L.B. Safe-Cabinet 
Equipment is certified 
(by independent 
authorities) as a re- 
sult of scientifically 


conducted furnace 

tests to afford its 

contents maximum 

protection against 

fire, heat, water, fall 
and impact 
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LIBRARY BUREAU LTD. 


| LEADENHALL STREET, LONDON, E.C.3 


TELEPHONE : MONUMENT 3921 (Seven Lines) Showrooms in following Cities :- 


MANCHESTER BIRMINGHAM GLASGOW BRISTOL LEEDS 
NEWCASTLE-ON-TYNE LEICESTER NOTTINGHAM 


LIVERPOOL 


A furnace test of the Safe-File will be conducted at our Laboratory on November 8th next. Please write for particulars 


Printed for the Proprietors, SHAW PUBLISHING COMPANY LIMITED, 6, Carmelite Street, London, E.C.4, 
by FISHER, KNIGHT & CO., LTD., Gainsborongh Press, St. Albans. 
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A. PERRY KEENE, Austin 
Motor Co., Ltd. 
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verrule Directors 
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LIST OF READERS 

in your firm who have to see this issue 
When each has read it please pass on | 
ext on list. SEE PAGE CHECI 
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MARION JEAN LYON + ADVERTISEMENT MANAGE! 
10 BOUVERIE STREET, E.C.4 


WILL FIND THEM FOR YOUR GOODS 








= 





ax. 
gToR=- s$ oe aW 
" 


stEWA ose ia 
a - z x À 7 ani of 
sorae va jane w 


.. Striki Nand . 
effective 
displays...’ 


Spontaneous testimony such as this 
from a customer is both welcome 
and encouraging—for we pride our- 
selves on our ability with Neon. It 

is our speciality. We make no 
other type of sign. But with Neon, - 
nothing is too ambitious for our. 
designers and technicians — and 
nothing is too small. We devote 
the same metieulous care to a. 
theatre scheme. For any Neon © 
display that you may need you can 
depend on our producing the best _ 
results. A consultation with us 
on your problem will cost you — 
nothing. | r 
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: 7 The Largest Neon Sign in the 
United Kingdom... 


This imposing display at the 
Stoll Picture Theatre in Kings- 
way is an excellent example 
of the resources of our organi- 
zation. Other prominent 
installations are for “The i | 
Tatler and Lloyds Bank Ltd. J i 
Both can be seen at Inveresk | 
House, Strand, W.C.2. 
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SPEED YOUR MAIL 


HOW BUSINESS SUFFERS THROUGH 
DELAY IN REPLYING TO LETTERS 


By THOMAS DIXON 


“Without the daily post no business, 
great or small, could carry on. It is 
only by a full appreciation of the fact 
that a business man can comprehend 
how important the mailing room is and 
how essential that its equipment and 
methods should be up-to-date.” —Mr. E. 
D. Martell in ‘‘BUSINESS’’, Nov., 1933. 


hen you write a business letter of 
any kind you are instinctively 
prejudiced in favour of the man, 
or firm, whose reply is ‘‘on the nail’’. 
There are few things more exasperating 
than to have to wait days for an answer 
to what may be an urgent inquiry. 
Delay in answering letters means loss 
of business. ‘‘Every letter answered 
the day it is received” should be the 
golden rule. Very few business houses 
succeed in keeping it. 


Prompt Dictation Essential 

In the article from which I have 
quoted above Mr. Martel? pleads for 
the latest mail-handling machine. No 
machinery, however, can compensate 
for the hold-up caused by delayed 
dictation. Unless replies to letters are 
dictated promptly the mailing depart- 
ment, however well-equipped, will find 
it difficult to catch up. 

We are all familiar with the ordinary 
routine. Mr. Business Man arrives at 
his office and finds on his desk a big 
parcel of incoming mail for his atten- 
tion. 

He proceeds to “‘sort it out”. Some 
of it he passes to other people. Some 
of it is held for necessary information, 
‘but most of it he can deal with immedi- 
ately. 

When he has finished the sorting pro- 
cess his stenographer comes in and he 
begins his dictation. Of course, he has 
to read every letter a second time. Per- 
haps dictation lasts an hour. By eleven 
o'clock, say, the typist is free to begin 
transcribing. She has not begun her 
real work—typing—until two hours 
after her arrival at the office, and that 
is probably true of every stenographer 
engaged. 


Answer on First Reading 
Supposing, however, that the prin- 
cipal dictates to The Dictaphone. 
Every letter he can reply to immedi- 
ately is answered at once on first read- 
ing, and in a very few minutes there is 
transcribing work ready to be taken in 
hand by the typist. She transcribes 
while the principal dictates, and before 
he has finished his dictation a batch of 
letters is ready for signature and dis- 
patch to the mailing department. Both 
the typist and the mailing room get 
busy at least an hour earlier on their 
real work. The process continues all 
day: work is done promptly as it comes 
to hand and there is no frantic last- 
minute rush to catch up with delayed 





dictation. 


“Every letter answered the 
day it is received’’ becomes a reality, 
not a dream. 

The secret of Dictaphone speed lies in 
the fact that dictation becomes a one- 


man job for a man or a girl. The 
principal is independent. He can dictate 
just when he likes. In the meantime 
the typist is either transcribing earlier 
dictation or doing some other useful 
work. She wastes no time in super- 
fluous and unprofitable shorthand. All 
the time spent in shorthand is time 
wasted. That is a fact which cannot be 
denied. 


A Business Controller 


Of course, the utility of The Dicta- 
phone is not confined to letters. I have 
chosen the morning correspondence 
merely as an example of the waste and 
delay inseparable from shorthand dicta- 
tion. 

The man who really understands The 
Dictaphone dictates to it everything he 
wishes to tell his secretary or anybody 
else—not only letters, but instructions, 
memoranda, reports, notes on inter- 
views, telephone messages and all the 
odds and ends of which he wishes to 
make a note during his busy day. 
Everything can be done at once, his 
mind is kept clear, nothing can be over- 
looked or neglected. 

The Dictaphone, in fact, becomes in 
his hands an instrument of business 
control, ready at any moment for any 
detail of executive work: No ringing 


for the typist, who may be out or other- 
wise engaged on a “rush job’’—just 
swift, decisive, prompt action at the 
exact moment when it is required. 

A well-equipped mailing room is, of 
course, wholly admirable. But it will 
never function with roo% efficiency 
unless the dictating end of the process 
is equally efficient. 

Installing the Dictaphone is the first 
step to an efficient mailing system. It 
is, in fact, a first step towards business 
efficiency generally because it doubles 
the individual's capacity to get things 
done. 

See the new Dictaphone “Progress” 
Portfolio of photographic studies. Ti 
will be sent you free on request and it 
will give you a new idea of what Dicta 
phone efficiency really means 


Write for a copy to-day. 


THE DICTAPHONE CO, 
(Thomas Dixon =- Managing Director) 
KINGSWAY HOUSE, KINGSWAY, W.C.2 


And at Manchester, Birmingham, Glasgow, Liverpool 
Bristol, Leeds, Newcastieon-Tyne ond Dublin 


POST THIS COUPON N O W 
THE DICTAPHONE Co., Ltd. 
Kingsway House, Kingsway, London, WY.C2 


Please Send new book, “Progress”. free 


LTD. 
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A Quick-Action Trouser Press, with two - 





little pushover levers instead A thumbscrews. : 
LIGHTWEIGHT. Lays handily on chair. Hangs > 
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London, $.W 
Our contribution to employment. Houses _ 
will never be cheaper. Keep the builders and decom. 
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FOR the purpose of handling multiple sets of forms requiring 

carbon copies, Egry Manifolding Registers should be em- 
ployed, as the interleaving of carbon paper is entirely eliminated. 
One turn of the handle delivers 2 to 5 clear and unalterable copies of 
the original entry; automatically presenting a fresh set ready for 
immediate use, and retaining—in certain models—one copy in a 
locked compartment, for checking purposes. Egry Registers can 
be applied for the following purposes :— 


EG RY C AS pd TI L L Stores Requisitions Delivery Notes Repair Orders Cash Sales 


Invoicing Production Orders Purchase Orders Credit Sales 


i i i Stock Records Works Orders Internal Transfers Receiving Records 
A Cash Till which embodies the Warehouse Orders Goods Inwards Reports 


feature of a written itemised re- 
ceipt is the most secure method 


of controlling every transaction Our London factory is not only equipped for 


the manufacture of continuous stationery for 

use in our Registers, but also for the manu- 

EGRY i" facture of fagotto ie and Interfold 

| Stationery for use in Billing and Accountin 
SPEED-FEED i Machines. such as Elliott-F Sher, Underwoal, 
The Egry Speed-Feed Attach- | Remington, Smith Premier, Powers-Samas, 
ment enables your own type- 

writer to be converted into | 


and National Ellis. 
a Billi machine—with all | 
ie raaes of Coi- | PRICES RANGE FROM 6 TO 43 GUINEAS 
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CANNOT MAKE MISTAKES. 
ACCEPTS ALL COINS. 
. EASY TO OPERATE. 


DELIVERS CHANGE DIRECT 
TO CUSTOMER. 


NO MECHANICAL PARTS TO 
WEAR OUT. 


GOOD FOR 20 YEARS. 


Price: £ 9:10: 0. 
Ask Sor Brochure and Dem aes stratiove 


AUTOMATICKET 


197, Wardour Street, Tondon ,W.1. 
Telephone: GERRARD 3482 


How Austins 


PLAN SALES —A YEAR AHE 


o say that tbe prime fundamental 
| of selling is the production of the 
~~ article desired at the proper price 
is obviously a truism, yet, only re- 
-cently has this been realized to the 
full in England. In the “good old 
days” the “practice was to make an 

















: Labour costs » X 
Oncosts -y 
: Reasonable BOR rae 20%% % (x+y) 
Selling price x+y+20% (x+y) 
= The product was offered to the pub- 
ic at this price, and this same public 
¿was politely requested to take it or 
leave it., Consequently, the selling 
contests were bitter and unhealthy, 
and continued attempts were made to 
extract {10 from pockets which only 
contained £5. The only way te keep 
a firm going was to undercut until 
profit was non-existent, and then at 
the last minute to shut up shop. In- 
-dustry was in a terrible mess. 
-= The Austin Motor Company was no 
exception: a time came when altera- 
_. tions were imperative, and a new sys- 
tem was devised to do away with this 
-ridiculous state of affairs. The main 
constituent of this system was the 
accurate forecasting of sales, markets, 
the discovery of acceptable prices 
¿(i.e., acceptable to the public) and the 
_ devising of methods by which these 
prices could be economically met. 
We use this method to-day for the 
_. planning of our sales for the next year. 
For the most convenient working we 
divide the year into thirteen periods 
£ twenty-eight days. Plans for the 
vhole | Dusine are viewed Trom. three 










article, and assess the price as follows: 
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By A. PERRY-KEENE 


Cost Comptroller; Austin Motor Co., Ltd. (in an interview) 





The basis upon which the successful management of the Austin org 
functions is—accurately PRE-determined facts. Facts about market ca 
and influences and facts about every item of cost, down to d 
The grand plan on 
the routine machinery signals immediately a deviation 


of a penny and a minute. 
facts, 









events and developments. It is he 
who, in co-operation with the sales 
department, must indicate the extent 
of the market, and where it lies in re- 
gard to price, or what new market 
may be gained when a correct price 
is attained. 

Those points decided, the engineer 
views the situation, for he has the task 
of manufacturing within a sphere of 
cost which is primarily dictated by the 


customer. What fhe engineer may. 


spend, the directions in which he may 
spend it, and the continuous financial 
survey of his work are factors within 
the purview and control of the 
accountant, the third party. 


How the Potentialities of Markets 


are Determined 


Nowadays the works accountant is 
also something of an engineer, and the 
engineer fully realizes how much rests 
upon him in giving the public the full 
value for their money. He relishes a 
victory in which his discoveries and 
ingenuity can and do bring costs tum- 
bling down, frequently with a gain in- 
quality, and accuracy, too. 


After very. -scrutiny of th 
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the -whole yea He 
plotted on a graph as: howo 
Next, we have to deci 
of this trade is possib 
This is decided accura 
ning office, together with the A > 
tialities of the plant, when in full act -— 
ivity, and the sources and sp plies of 
raw materials. Accurate an 
made, and the results added to oe 
graph. As far as possible, We ene 
deavour to keep the absorbed ou rat gy 
steady, but slight variations are- un 
avoidable, for there is rarely a pernod 
in which there is not some public hol- 
day which affects both demand and 
production. 
Having decided on the amount of 
possible trade, we are next faced with 
the problem of its division. How 
many Austin “Sevens”, for instance, 
must be made, and how maty “Six 
teens” can be absorbed? Te find out 
this we have two main instruments. 
The first is the opinion of our agents. 
Each of the many Austin agents con- 
stitutes an indicator of future dé 
_as they appear to him, the. 







































| It is a aetalled e of the 
hole population as regards income. 

: The base forms a huge block of people 
with incomes below {130 per annum. 
OS vs -They number more than 11,000,000. 
oo “Dhen comes a very much smaller block 
of about 3,500,000 persons with incomes 
between {130 and {160 per annum. 
Above this is a still smaller block of 
ee people with incomes varying between 
ee _ £160 and {200 per annum. These num- 
per over 2,000,000. Above this, in very 
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eee : rapidly decreasing volume, are layers of 
those with the larger incomes, until at 
the very apex of this small id is 
ooo comparatively a handful—the people 
ae with incomes of more than {2,000 per 
annum. 
oo" The whole diagram forms a small 
pee S fe -pyramid on a huge base. Here, in 
picture form, we see the people for 
whom we have to cater. What can 
iey. afford for a car? It is useless to 
duce a car ideally suited for a man 
e stratum at a price which could 
only be paid by a man in a higher one. 
e cannot buy it. Therefore, we start 







288 





arasat 


rey 


vh, 
























ng cars, and when we want to find a 
aew. market, we have only to produce 


Old methods of engineering pivoted 
m the assumption that each unit pro- 
duced must have a special identity. 
This appeared to work when only small 
„quantities of each article produced were 
required,” but when large quantities 
co were required it became very expensive. 
In short, it meant that price dictation 
- on the part of the public was impossi- 
“e ble, and consequently, that trade could 
Mot grow at its proper pace. 

"Phe alternative was to departmental- 
ize production, and to maintain perfect 
oeoo o coordination between the departments. 
“There must be expert executives every- 
where, and more important than this, 
=o o there must be a large turnover. At first 
sight, the cost of vastly increased equip- 
ment and expert control would appear 
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= > = to be excessive, but analysis shows that 
oe this is not so. To take an actual 
= gaanipte, we have in mind one particu- 
w article which has been produced in 
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‘Oncost r 27% 72% 
Labour .... 83% 28% 
Cost ....... 7/3 1/a4d. 





-Wages . fi /14/2 Earnings £4/8/4 


This remarkable change has only been 
attained because we can make large 





THESE ARE 
THE MARKETS 


Fig.1. From this ‘Strata 
of Exchange’, or strata of 
incomes, the potential 
markets are first gauged, 
cars are then made to 
suit those markets. 
This is in sharp contrast 
to the old policy of 
first making a car 
then trying to sell it 


quantities. The seeming paradox of the 
vastly-increased oncost with a lower 
cost of the single article, is explained 
by the fact that it is now divided by 
the enormous quantities produced. It 
because the car price has 
been decreased by 68% that sales are 
many times greater than they 
Austin cars are now available to, and 
are being bought by, nearly twenty 
times the number who were able to 
buy them ten years ago. 

It should be explained here that we 
do not, on the production side, work 
primarily on a money basis: but on a 
time basis, in which the unit is the 
With relentless logic, 
principle has been applied successfully 
to such ancillary work as the internal 
transport, machine tool-making, and 
stationery unpacking. 
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This symbolical diagram is the property of The Austin Motor Co., Ltd. 


one of them is listed in book form, and 
a pre-determined price for material and 
time is affixed to every one of them. 
The proportionate allotment is made in 
the light of an engineering experience, 
and knowledge of exactly what is ` 
required. Permitted oncost is also fore- 
cast. The office sets out every detail of - 
what every cost has to be. Hence, each. 
separate operation is required to make — 
its individual profit; we do not lump the — . 
whole lot together in the form of a- 
finished car and hope that our fore- 
casted profit will materialize: we are 
able, by means of our tabulating and _ 
analysing machinery, to find out. 
exactly where, if anywhere, our profits 
are in danger of being diverted, and to 
check immediately any divergence 
which is threatened. 

The method of pre-determining the cost 
is not human, it is mechanical, and has 











were. 





this 


150,000 Operations per Car year after year proved most extraordin- — 


Accurately Pre-Costed 


Our working week is divided into 
2,820 working minutes, and the period 
for which we are forecasting has also 
been so divided. Therefore we know 
the exact number of working minutes 
available in any period. It is probably 
little realized, but the inescapable fact 
is that out of about 500,000 minutes in 
a year, there are fewer than 140,000 


working minutes. 


In the average Austin car there are 
nearly 7,000 parts, and to produce and 
assemble these, something like 150,000 | 
operations have to be performed. Every p 


arily accurate, When a new product is 
contemplated, it is experimentally pro- 
duced in various ways, and these ways, — 
and their relative costs, are analysed on 
one of our machines for the purpose, 
Hence, it is possible for the. control: 
office to say finally, before production 
is ; commenced, that such an object shall 5 















so . many minutes to make, ‘with the. 
result that labour and oncosts to Be 

















tees and ensuring the correct price; 
y, engineer, and accountant each 


playing his due part. 


80 Outposts keep Contact between 
| Office and Works 


The office keeps touch with actual 
Geduction through eighty outposts in 
_. the works. Through these are issued 
< instructions, flow of material is con- 
_ trolled, and cost in the time is checked. 
_. Mechanical efficiency and accuracy also 
come -within their purview. Each 
F _ Operation is initiated by instructions on 
a card issued by an outpost. 
These buff cards indicate the time 
allowed for a job, the time actually 
taken by the perator, the week of the 
nei is ngen, material, 































inal, ed card is s like first-aid 
ered, and any necessary steps are 
-ma he ma the sA flow of 





sed along to the analysing 
S Wo’ fault of any kind can 
ir scruti Ye: and their value 
ey make of any 
n - Te. might be .an 
i it table material, failing 








ate supply, or joni workmanship. 
€ machines analyse the matter from 


hich p © Taat P tility. The 
‘machines. have made quite astonishing 
revelations, which could have come 
through no. other agency. 


This | G.H. Q. Control Costs Only 
mi -5% of Turnover 


=> One of the biggest factors subject to 
-continuous analysis by the machines is 
labour time. We have already shown 
the im nce the company attach to 
the profitable use of each and every 
minute. The punched cards which 
initiate every job indicate the skill rate 
of pay in decimals of a penny per 
minute of the man-—or woman— 
3 engaged upon it, and a constant com- 
-of the time and pay expended 
‘upon every operation is made by 
lectric calculating machines. The pro- 
uct of time and rate for performing so 
many operations of each kind is divided 
by that number of operations com- 
aleted, to keep a constant check upon 
eration cost, so- that it shall remain 
; hin its limit, previously laid 
dn black and white as a definite 
opor tion of the whole cost of the car. 
' abon 


















elligent in interest 


: personz benefit from: ‘both ‘effort and. is 





intelligence. This benefit takes the form simply 
of full payment for minutes saved from in point: 
the time allotted for performing a given trol, inclu 
operation upon a specified number of drawings for jigs a 
articles. This bonus proves very sub- earnings, and paying + 
stantial, and gives the company’s about 0.5 per cent of ti 
operatives big purchasing power. mechanical office tells us ex: 
The company’s gain lies in the fact we are getting out of the pla 
that their expensive production equip- gives us a continuous review of the o < 
ment is more fully utilized minute by expenses of the whole organization. ates: 
minute. Note that it is not flesh and The speed and accuracy of analysing 
blood that are exploited: that would machinery are almost incredible, and ~ 
be both inhuman and, as compared with 
machines, profitless. 


we can rely on it to overcome the: : as 
inertia of the human element, and ă — 
The cost of this planning and control : 
° 































(Continued on page 27) 
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Fig. 2. Austin’s year is divided into 4 working. periods of 13 week: ach period | 
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~ BUSINESS PORTRAITS 





THIS MAN CAN 


BUSINESS for DECEMBER, 1933 


Leave His Business for a Yea 


went to visit Mr. Blackburn the 
i business man, the head of one of the 

most progressive concerns in Leeds. 
Instead, I met Mr. Blackburn the Lord 
Mayor. 

This man, I thought, normally in- 
tensely active in his own business, must 
have his concerns remarkably well 
organized if he can afford to leave them 
for a year. For that is what it means, 
to take a term of office as the leading 
citizen in a great city such as Leeds. 

His own business is indeed well 
organized. In other words, Mr. Black- 
burn is himself a good organizer. So 
far as my own observation went, I 
could see that his chief qualities as an 
organizer and administrator lay in two 
main directions: (a) he has an uncanny 
ability to select the right executives to 
control his many departments; (b) he 
has the knack of taking an executive’s 
report, instantly analysing in his mind 
all its component points, and straight- 
way dictating the immediate action to 
be taken in regard to them. 

In selecting men—executives or em- 
ployees—Mr. Blackburn has a charac- 
teristic way. He, personally, interviews 
all applicants for jobs. He does not 
catechize them, he pays but little atten- 
tion to their personal appearance, but 
he has, in an unusual degree, the power 
to discover, from a general conversa- 
tion, their potentialities and the extent 
of their fitness for the job. He considers 
that every business man has definite 
qualities inherent in him, just as the 
` good artist or the able musician is 
naturally endowed, and that he is able, 
through a particularly active sense of 
his own, to perceive these qualities in 
others. 

Selecting the right men to. fit an 





organization is not the whole secret of 
gathering a staff of executives to run a 
business successfully in the absence of 
the chief. 

Giving to the appointed ones all the 
necessary authority and allowing them 
to carry full responsibility in their 
various spheres of work is the other half 
of the secret. 

Mr. Blackburn does this. He selects 
young people—both for executive and 
routine jobs—and he steadily puts upon 
them more and more responsibility as 
they settle down. Under such condi- 
tions these young people make mis- 
takes; they are bound to. But a mistake 
does not bring a man “‘up on the carpet 
before the old man’’. True, the ‘“‘old 
man” has them up, but they meet him 
as an experienced adviser, a leader, and 
not as a critic. The error is discussed 
dispassionately, the correct procedure 
indicated and fully explained. Thus it 
becomes a constructive lesson, not a 
bitter rebuke. 

Rarely are mistakes repeated because 
Mr. Blackburn's explanations are so 
simple and clear that they are never 
forgotten. He owes this ability to 
explain clearly to one outstanding 
quality of his own—clear, constructive 
thinking. He maintains that most men 
think they are thinking when really 
they are only arranging their prejudices. 
"If the chief,” he says, ‘‘is not a clear 
thinker, his executives will never be 
clear thinkers, as they naturally mould 
themselves on his example.” 

With full responsibility and freedom 
to act in their work, Blackburn's young 
executives find knowledge, knowledge 
about their jobs and the firm’s business. 
The wider and better this knowledge, 
their chief declares, the more likely is it 
that its possessor will prove a successful 
business man. In his own words: ‘‘In 
managing a committee, a board meeting 
or a business, unless the chairman has 
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at least ten per cent more knowledge 
than the other members, he cannot 
inspire the confidence necessary. This 
should be printed on the blotting-pad 
of every young and aspiring executive.” 

With capable, energetic young men 
around him, Mr. Blackburn is therefore 
able virtually to leave his own business 
for a year. : 

Actually, he does give an hour or so 
in the day to each of them, but his 
method is characteristic. First thing in 
the morning he receives concise reports 
of up-to-the-moment costs, stocks, sales 
and financial positions. From these he 
can straightway dictate the necessary 
action—and be sure that it will be 
carried out. This, and a brief talk with 
his son who assists him in supervising 
the detail routine of the concern, and 
he can thence devote his energy to civic 
duties with the knowledge that in the 
meantime his personal business affairs 
are driving ahead under their own 
power. 

I mentioned just now the manner in 
which Mr. Blackburn teaches his young 
men to learn by their mistakes. I 
should like to mention, too, that as the 
head of a business, Mr. Blackburn never 
fails personally to commend a piece of 
work well carried out. He considers 
this an extremely important point in 
the management of staff. He is 
insistent, however, that praise should 
not be lavished; rather, that it should 
be awarded something after the manner 
in which radium is issued at a hospital. 
It is then appreciated as a strong 
stimulus; something really worth work- 
ing for. 

In one way Mr. Blackburn is typically 
conservative: he pays no tribute to 
over-systematization in business. He 
holds that any arrangement which tends 
to make the means become the end, or 
the individual a slave to the system, 
must be avoided. As a consequence, his 
office equipment is very simple. This 
simple equipment, however, runs one of 
the most progressive businesses in Leeds. 


MANAGEMENT - CONTROL - POLICY 


Why Our Managers .. . 


These are 4 points achieved by this co- 
partnership scheme detailed by the author 


| Co-partnership which 
» includes MANAGE- 
MENT SHARING as 


well 


secures a higher grade 
of employee 


9 It definitely decreases 
4.5 labour turnover 


3 Has great educational 

a Value; gives all con- 
nected with the firm a 
PERSONAL INTEREST 
in its working 


It pools the brains of 
a all for the good of the 


firm 


or 53 years prior to 1916 this concern 
showed very little real development, 
but when in 1916 it became a private 
limited company radical changes were 
made in the management. The aims 
and ideals behind these changes were 
to introduce a new progressiveness, but 
they were at the same time essentially 
practical. They were :— 
(x) To obtain a better type of worker. 
(2} To decrease labour turnover. 
(3) To educate employees by giving 
them a personal interest in their 
work. 
(4) To give every person in the firm 
a chance to try out his ideas in 
a place in which he could feel 
certain that they would have 
full appreciation. 


These aims have been realized by a 
co-partnership scheme. When we intro- 
duced this scheme we planned it on the 
simplest possible lines. We knew it 
would be of no use to have one of those 
elaborate plans which are incomprehen- 
sible to the people whom they most 
closely affect, the workers: The scheme, 
therefore, can be explained in a very 
few words: 

The employees, both those who are 
wage-earners and the salaried staff, are 
encouraged to leave a certain propor- 
tion of their earnings in a sort of savings 
bank run by the firm, and when the 
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Sometimes Overrule 
Tne Directors 


sums thus depos- 
ited amount to 
£10, the owner of 
them is allowed 
either to with- 
draw the money 
-in cash or to pur- 
chase {10 worth 
of shares in the 
company. No 
suasion of any 
sort is brought to 
bear on the em- 
ployees. If an 
employee should 
leave our service, 
for any reason, 
these shares are 
re-purchased for 
cash by the direc- 
tors and offered 
for sale to other 
employees. 

The result is 
that the worker 
feels that he has a personal interest in 
the welfare of the firm and conse- 
quently he is not eager to leave it. The 
ultimate effect has been a very marked 
decrease in labour turnover and an im- 
provement in the technical efficiency of 
the staff. 

We further insist that every piece of 
work done in our factory is individual; 
there is no mass production whatever. 
Hence, our workers are craftsmen, and 
this creative suggestion about what 
they are doing improves them as men 
as well as workers. : 

This plan established the firm as 
self-contained entity, free from outside 
domination. 

Having given our workpeople an 
interest in the business, the next step, 
therefore, was to attend to the inside 
management of our house. It stands to 
reason that shareholders who are also 
the employees of a firm must have some 
very definite ideas as to the best way 
of managing that firm which is using a 
good deal of their money. With this in 
mind we hold an annual meeting of all 
the employees, usually at the house of 
the governing director. Free speech is 
then the order of the day, suggestions 
and criticisms are made and carefully 
recorded, and at leisure they are con- 
sidered by the responsible authorities. 
a these authorities are I shall now 

ow. 


as profit-sharing 


By ALFRED PETERS 


Governing Director: Leadbeater & Peters, Ltd. 








The men most intimately acquainted 
with the production side of the business 
are not only the directors but also the 
retail branch managers. With this 
knowledge in view, it was decided to 
hold regular conferences of all directors 
and managers to discuss the minutes of 
the directors’ meetings, and also any 
suggestions which may have been put 
up by employees for the improvement 
of the organization. Whether or not 
the suggestions of the employees are 
taken up and rewarded depends on the 
findings of these conferences. If the 
directors approve of a suggestion, they 
bring forward the matter to this con- 
ference for consideration, when the 
amount and nature of the reward to the 
person making the suggestion is UVecided 
upon. The final decision as to putting 
into operation the suggestion rests with 
the managers, and not with the 
directors alone. 

Apart from this conference, the other 
governing body is the board of directors. 
Their work is financial in the main, but 
each director is personally responsible 
over a particular department, one for 
accountancy, one for manufacturing, 
one for advertising and window display, 
and so on. No director, however, is 


Understudies For Every Executive 
Position 


indispensable—there is an understudy 
for each one ready to step into his place 
in case of absence from any cause what- 
ever. This is important, as the govern- 
ing director has often to be away 
travelling in 25 foreign countries seek- 
ing ideas to benefit the business. It is 
a matter of pride for the governing 
director that he has so organized the 
business that it could carry on without 
him. These understudies are taken from 
the ranks of the younger executives who 
have shown promise and who hereby 
get a first-class training for the posts 
which they may one day have to fill 
The managers also have their under- 
studies culled from the ranks of the 
chief technical assistants. On the board 
of directors sits one of the managers 
elected by his fellows to this position 
for one year. He prepares reports of 
the directors’ meetings, which he sends 
to all the other managers so that they 
have ample time for mature considera- 
tion before the next conference. These 
(Continued on page 33) 
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jb e use a suggestion system to which 

all executives are encouraged to 
contribute at any time. The method we 
employ js this: Anyone who has an idea 


‘submits to the managing director a full 


typescript report of it. At the next staff 
meeting the managing director reads it out 
and mo the assembly’s opinion on it. 
This usually provokes a discussion; more 
constructive points of view are brought to 
bear on the idea; possible snags, no doubt 
unforeseen by the proposer, are pointed 
out; and from that idea we nearly always 
get something of real use to the company. 

“Formerly we used to let the proposer 
read out his own suggestions at the con- 
ference. But from the managing director 
the matter comes as more authoritative 
and calls for more serious discussion. 

‘The fact that the suggestions are read 
in public prevents any one executive try- 
ing to ‘knock’ or steal the thunder from 
another, as is possible when secret reports 
are sent direct to the management without 
publication.” 


+ + 


3 on of our managers has a plan of 


walking round the various minor 
executives’ offices after 2.30 p.m. to see 


-who is dictating letters. Unless a man has 
-a good explanation, if he is found dictat- 


ing at that time, he is censured. This 
idea urges all executives to get the daily 
letters finished early; it relieves last- 
minute pressure in the mail-room and 
enables letters to be got away to catch 
the country collections.’’ 


+ + 


say that ing is a question of 
aggressiveness and will-power is a 
half-truth, and, like all half-truths, it is 
dangerous. Force may be useful in some 


. spheres, but it has no place in our scheme 


of selling. It is stupid to be continuously 


blasting new channels for the stream if, 


by simply clearing the rubbish out of the 
existing one, you can get the water to 
flow more freely. 


THE OTHER MAN’S 
WAY... 





‘‘We clear the obstacles out of the way 
of the sales channels by carefully super- 
vising the handling of our men, by simpli- 
fying routine, making their jobs as easy 
as possible and fostering the spirit of good- 
will between the salesmen in the terri- 
tories and executives in the office. 

‘We also concentrate on seeing that the 
making up of orders is absolutely accurate 
and that dispatches are made promptly or 
exactly in accordance with special pro- 
mises and that the salesmen are backed 
up in every possible way. We certainly 
search for new channels of outlet, but we 
never neglect the old.” 


+ ¢ 


“VV ° endeavour to maintain a mutual 
exchange of ideas between all our 
departments. We encourage our secretary 
and accountants to have a full knowledge 
of the sales plans; the works manager and 
sales staff to know all about the office 
routine; everybody to understand the 
necessity of conserving petty cash, post- 
ages, phone calls, and so on. 

“Once a month we have this ‘family’ 
meeting. Everybody likes it, and it bene- 
fits the business.”’ 


© ¢ 


i the summer of 1932 we were com- 
pelled to make a salary cut of 10% 
among all our employees from the top 
downwards. Everyone realized that this 
step was essential to avoid recourse to 
more drastic methods. 

“During the rest of that year, how- 
ever, and throughout 1933 we were, by 
hard work and planning, able to increase 
our business substantially. 

“In September last we called a big 
meeting, at which it was announced that 
the cut was restored and that everyone 
would receive a cheque for the full 
amount deducted. 

“‘We thought there would be a riot, such 
was the enthusiasm. It was the finest 
stimulus to even harder work that we had 
ever experienced.” 


+ è 


a An important inducement towards 

keeping executives on top of their 
jobs is to leave them alone. Each of our 
executives is entirely responsible for the 
conduct of his department. Those depart- 
ments which produce revenue are answer- 
able direct to me, as managing director, 
by results. These come to me daily in 


BUSINESS for DECEMBER, 1933 


Plans and Ideas com- 
municated to BUSINESS 
by Executives in many 
industries. The examples 
are taken at random 
from our record and 
correspondence files. 
Can you fit any of them 
into YOUR ofganization? 





chart form, but I never interfere with the 
plans and methods employed by execu- 
tives in getting their results. This freedom 
encourages confidence and initiative, two 
strong forces to develop a man’s interest 
in his job. 

“If an executive wants to undertake a 
major operation he dictates a résumé of 
it, together with a fairly accurate estimate 
of the costs involved and saving or 
revenue expected. He initials the ty 
script, brings it to me, and we have a chat 
about it. Finally I accept, modify or veto 
the suggested plan. The bd ir vi is then 
put away in my perso file. If the 
scheme does not then work out as expected 
there is no need for hedging or misunder- 
standing about it. The executive cannot 
say: “Oh, I did not mean this or that.” 
Nor can I allege that he said he could do 
so and so, when actually he made no such 
claim at all. His original ipt is 
brought out and we analyse it to see where 
and why things went wrong. We don’t 
look for blame, that's chillish among men 
who understand one another, we look’ for 
constructive remedies, and we generally 
get them.” 


+ è 


T man at our reception desk looks 
distinguished enough to be a director. 
His duty is to receive every caller with 
(in the words of the general manager) ‘the 
outstretched hand and the smile of genuine 
welcome’ and to make all callers feel at 
home. It is impossible to measure the 
value of this in terms of cash, but we 
know that it pays.” 


+ ¢ 


“ A n oversold customer is a bad advert- 
isement for the producer of a pro- 
duct. I have constantly to emphasize this 
point to my sales manager. We are a 
speciality selling house, operating solely 
through travelling salesmen, and it is very 
difficult to hold this kind of business in 
check. It is only human for salesmen to 
try to get the biggest orders possible, 
thereby often overselling customers. 

“‘As a business man I would rather sell 
a customer {50 worth of goods to-day; 
£100 worth in six months, and {200 worth 
still later on than to take his {200 order 
to-day and find him fall to {50 next time 
or disappear altogether. 

“One of our greatest difficulties is to 
get our salesmen to take this long view 
and to convince them that it is the real 
basis of sound future business.” 





HINDER WORLD UP- 





` last month. All the trade indices 
a maintained their upward trend, and 
_. there is nothing in the home or Empire 
_ situation to hinder our progress. 
_. But. the world situation is not so 
_. fortunate; influences outside our borders 
. ‘may hinder us. During the past month 
_ the American situation has reached the 
stage where it is having an unsettling 
_ influence on imternational business. And 
every business man, no matter how 
small his operations, should realize the 
a 1g the American situation may 
Shave’ on his business. E 


. Bins business continued to improve 















° 
j he American Hovorim s aim is to 
$ the general price level. To do 
-the value of its 
le have expressed all along 

opinion that that is going about it 
rom the wrong end. The only sound 
ay to raise the price level is to increase 
onsumption and so expand demand. 
the volume of available 

ring its value does not 
consumption. In actual fact it 
3 likely to decrease it, be- 
cause if prices do increase at 
the outset, a same income 
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compel the Government to issue paper. 


money to meet its obligations. That 
will mean further considerable inflation. 
The reason this is almost inevitable 
is because it is the only way in which 
the U.S. can get their currency depre- 
ciated permanently. America still has 
a favourable trade balance and is a 
creditor country. The dollar cannot be 
held down below par on an ordinary 
trading basis. And certainly not enough 
gold has been bought, nor is it likely 
that the U.S.A. administration can buy 
enough world gold, to keep the dollar 
depreciated to the extent it wants to. 
The major cause of even the present 
depreciation has not been America’s 
purchases of gold, but the flight of 
capital from America, of Americans’ 
own capital and the liquid funds of 
other nationals hitherto located or 
employed in America. If that can be 
made to continue, it will keep the dollar 
depreciated. The only thing that will 
make it go on is a continuance of lack 
of confidence on the part of the posses- 
sors of liquid capital. If the dollar were 
shortly stabilized at some gold point, 
this exported capital would pour back 
and. up would bound the dollar again. 
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TRADE POINTERS 





advantage i is a fact, wi 


make those people who } 


TURN 


The dread of this farther depreciation 
and the effect of inflation makes inter. 
national unsetilement. Adverse. etlects 
are feared from three directions, © 


Why Inflation 
ts Feared 


A largely depreciated dolle will give 
the American exporter an oe a 
in world export trade for a short time. 
Every nation that has gone through. 
depreciation has had this advantage 
a certain period. First Germatiy. 
France ando Beigua, Japan, 





























eventually go up about. 
to depreciation, 
other countries. might ¢ dep 
currencies, too. But the f 
traders’ hearts and ł 


there is an unsettled fe 
ing back in internationa 

The second possible- 
dangerous. If America ; 
gold in the internationa 


funds in the gold 
erate aad Fore i: 


RA tent ran a 














Hy the price falls again—at 
east, the world price. 
= That is exactly what is 






ees happening : true, . American 
prices have risen in terms of 
dollars, but dollars are in- 
< trinsically worth less; world 


. = prices—prices in terms of 
_. fixed gold value—have actu- 
Si ally dropped. 


Paper Inflation 
May Come 
yi the U.S.A. Government 


3 adheres to its present plan, 
3 “depreciation of the currency 
seems bound to be followed 
_ by paper money inflation, for 
two. reasons: Currency de- 
_preciation alone will not raise 
_the price level sufficiently nor 
increase demand, the Govern- 
nent may need to use the 
i i of 








ia General Outlook--BRIGH T AR 7 


J, Last month’s steady trade rise maintained : 
Nothing to hinder continuance of Home and 
Empire improvement 


2, U.S.A. plan of depreciating currency to raise 
= prices ts fallacious; may compel paper money 
inflation. Fear of this tends to cause interna- 
tional disquiet, timidity among traders and 
investors 


3, if we can maintain recent increase in exports 
and fall in imports of manufactured goods to 
Empire and Sterling Countries we can soar 
above unsettlement caused by U.S. manipulation 


4, Unemployment still falling ; Production figures, 
up; notably in Coal, Iron and Steel, Tin Plate, 
and Textiles 


5, Provincial Bank Clearings ; Electricity consump- 
tion, both up 


6, Exports of manufactured goods £3 millions up 
on last month, £44 millions up on year ago. 
Imports of raw materials up; of manufactured 
goods, down 
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as well as 
trading uncertainty. 


Going a step further, yw 
there were a flight from tbe" 


franc and the forie, what 
would be ite direction? 
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America is off the gold stan: 
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UNEMPLOYMENT—— DOWN 


Number of Insured Persons Unemployed 





tee 


Aas 


KEY 
@ a0. 


@ Fair 


Yj Bee | © Very far 
oy y Fair 

cee ars SS \SS 
S — 






tas 
ta 


ted 






$000,000 2,000,000 
karn IE ON 


partially succeed, it will take a long 
time and will meet many vicissitudes 
and set-backs. 

As to the second, there is no question 
that the U.S.A. “new economics’’ are 
hindering progress. They have intro- 
duced a new element of uncertainty 
when what is wanted is increasing cer- 
tainty. They have made financial in- 
terests fearful and 
traders and inves- 
tors timid. Cur- 
=a, rency fluctuations 
« qa and the fear of 
Í more always act as 

a deterrent. 

If monetary in- 
flation is finally 
successful in pro- 

| ducing an upturn 
in American busi- 
ness, then it will 
help world busi- 
ness. But this suc- 
cess is doubtful. 
At any rate, it can 
only materialize 
after a very con- 
siderable time, and 
the process would 
involve many pain- 
ful readjustments. 

How will Ameri- 
can developments 
affect the level of 
British prosperity? 
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We need worry 
about only two 
points :— 


First: it will not 
directly affect our 
domestic situation, 
we do not sell 
} enough to America 
nor does she now 
buy enough from 
us so that her 
developments over 


will affect our 
trade. Both Great 
Britain and the 
Empire are in a 
sound commercial 
condition and the 
improvement in 
trade is continuing. 

Second: much 
more important, 
shall we maintain 
the increase in our 
exports and the de- 
crease in our im- 
ports of manufac- 
tured goods which 
has taken place in 
the last 
International un- 
settlement tends to 
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U.S.A. Situation 





the coming winter | 


year? 


- restrict interchange 


. the upward movement is continuing 
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May Affect Us. 
A merica’s export trade has already in- 
creased since the dollar began to 
depreciate. Last month’s figures show 
very considerable increase over a year- 
before, and probably this increase will 
continue, £ 
As yet this rise in America’s exports 
has not effected a reduction in Britain's — 
exports. Whether it will, depends on 
two things: the speed and extent of 
dollar depreciation in the future; and on 
the synchronization of the rise in Ameri- 
can costs and prices with this deprecia- 
tion. OE ee 
The prospect is not so menacing as- 
it might be, for, while currency depreci- 
ation always brings about a partial rise 
in production costs, this seems to be | 
doubly assured in America because the _ 
National Codes are in and of them- 
selves increasing production costs and 
commercial expenses by higher wages, 
shorter hours and controlled operatio 
Were the American Government's eco 
omic plan of currency depreciation 
mixed up with the political radicalis 
of the Codes and recent legislation 
American business competition would 
be much more serious. , B 
Secondly, the American plan m 
fail. If it fails, America’s consumpti 
as well as her production will rece 
and she will be a negative factor in any 
possible world upturn. : 
Of course, the apparent upturn in 
American business between March ai 
August was over-large and over-quic 
Industrial production was almost ‘ba: 
to normal about the middle of the yea 
two-thirds of the drop from 1929 w 
recovered. Now half of this upturn has. 
been lost. Yet production and con- | 
sumption and employment to-day are 
far better than they were in March. It — 
is quite possible that after the present . 
period of financial chaos in America and 
a further period of readjustment, a. 
moderate recovery may have been © 
affected, and this will be all to the good. — 
The conclusion is that if Great Britain — 
can increase her exports to the Empire. 
and sterling countries and not lose too — 
much of her exports owing to the depre- 
ciated dollar (and the depreciated yen), — 
then the American economic experiment _ 
may not put a brake on our progress. _ 
If the American plan fails, it will re- 
tard world upturn; if it succeeds only- 
partially after a normal readjustment, | 
it will tend to help the world situation a 
little. At any rate, every British busie | 
ness man must watch this situation © 
closely with reference to his own busi- | 
ness. : i EER 
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Bright Prospects — 
At Home | 


The trend of British rade is 4 a 5 
* follow and ‘pleasant to state, f 
throughout, and virtually all th 











is down by | now. “being aggeawdy ‘ lated. 
4 000: on: ee a ago. " Movements’ for -giving “preference to. anc 
re eup by over £3,000,000 on British ships are already developing nae ishe 
th and more than £4,500,000 on among certain industries and through i 
ar ago; and, more favourable still, certain voluntary associations. Just as 
is is mostly in manufactured goods. the Government has by its trade eee 
The textile group shows an increase of wissen 
_ £1,000,000, iron and steel £500,000. 
Export trade with the Dominions and COMMODITY PRICES WHOLESALE 
with those countries with which we BASIS 1913-100 PRICES — —_ {P 
have trading agreements is showing 1932 -1933 ae 
“very marked improvement. Imports of | ee ee ae 
Yaw materials are up by £3,000,000—a 
-good sign. Imports of manufactured 
goods during the first ten months of 
31933 were {8,806,000 less than in the 
first ten months of 1932. 
The production figures for the last 
available quarter are .3% above the 
` preceding quarter and 11.4% above the 
same quarter of a year ago. 
Nearly every trade is showing in- 
creased production and increased em- 
ployment. Coal output has increased. 
Iron and steel production is expanding. 
-The tin plate trade has increased its 
j] oducti ae oe icp deh 
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y month ago (. a but 
still higher than a year ago (2.2%). Raw 
x Pateda) ap are fa lower than a 











COST OF LIVING—UP  PROV:BA 





‘month ago, ing is up b the same as a 


year ago. 


a Among The 
_ Bright Spots 
7 Parda enterprise is showing a 
"corresponding expanding tendency, 
-Orders for heavy goods both from 
abroad and from at home are coming 
>to manufacturers in the North, North- 
_ East coast and Scotland. The English 
Steel Corporation is spending {500,000 
on plant. A new wire rope industry is 
being established in Glasgow district. 
The railways are placing orders for new 
equipment, locomotives and materials. 
- Motor-car companies are expanding 
their output; the cycle industry has had 
@ record season. A _ steel company 
reports 173% higher sales during the 
last quarter than the same quarter of a 
year ago; and a 20% higher carry-over 
f orders than a year aga: 


hi ipping: The One 
lack Spot 
pping 


MILLIONS fs 












Last month's retan sales in he. u K were. 
6%, above those of the same me | 

year ago. August sales were al £ 
| those of a year ago, and Hf the g 

4 tendency continues it is 
| retail sales for the fast é mor 
fear = wt top. those. of ithe a vi 





























W Here was a product, a lamp, mechanically efficient, and 


thoroughly up to its job; yet in the hands of many users 
it was failing, solely through the effect of an outside 


agency—inferior oil as fuel, 





















many years past, Aladdin Indus- 
S Limited, the well-known manu- 
.cturers of mantle lamps, had been 
bled» by the high proportion of 
returned by users for repair, on 
et tt that they were not function- 





te of _ affairs caused much 
ern. to the company as great care 
rcised in the manufacture, and 
ch lamp was dispatched from 
‘ks it was subjected to extensive 
ensure that it was in perfect 











a __ investigation, however, 
i "Guat the vast majority of these 
_ returns were due in no way to faults 
in construction of the lamps, but to the 
= fact that inferior and unsuitable paraffin 
had been used, thus causing the lamps 
to function unsatisfactorily. This false 
economy on the part of customers was 
-= -Ţ7 @ serious problem for the lamp manu- 
~ facturers, as, for every lamp returned, 
it was calculated that many others were 
discarded by their disappointed users 
-= who were, doubtless, human enough to 
warn all their friends of their unfor- 
= tunate experience. In this way, incal- 
= eulable harm was being done to the 
reputation of the company, and it was 
feared that sales would be adversely 
affected as a result. 








It Was Hard to Explain 
eee Failures to Users 
OS, To complainants the firm was obliged 
0 take pains to convince them that 















p was in no way to blame— 





ere in the wrong and that the |- m cbs 


ess and very difficult task. The |; 
st of all this in time, money and good- | "Ste 
will to the firm was considerable, and | = 
altogether the position was one which |" 5s 
demanded an Hee pine e Cone 


From an Interview with 


G. E. CROSBIE 


The main difficulty lay in the fact 
that Aladdin Industries Ltd. had no 
control whatever over the 
which was used in their lamps. 
best grades were liable to adulteration, 
and poor quality parafin was on sale 
throughout the country. To obtain any 
sort of control over the fuel to be used 
for their lamps would appear to be a 
superhuman task for a firm which had 
no connection with the production or 
distribution of oil, but tbe Aladdin 


directorate devised a plan. 
Samples of every grade of parafin 
were taken from all parts of the British 
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A NEW PARAFFIN. 
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7 eed branded paraffin for me with 


This story explains how the 
lamp manufacturers overcame this serious marketing problem 


The Story Behind a Branded Paraffin 
Why a Lamp Manufacturer Decided to 
Market an Identifiable Oil 















Isles and were tested to find out th 
most consistent brand. The main 
essentials were that they should be as 
free as “possible from wax and othe 
impurities. The most satisfa 
paraffin was found to be White May a 
a product of the Shell-Mex & B. P 
corporation. 


This Dye Made the Paron, T 
Identifiable- 


It was decided, if possible, 3y 
co-operative arrangement with the 
company in some way to tie up- 
particular and suitable brand of oil wi 
the name ‘‘Aladdin’’, and to market it a 
as an essential adjunct to the lamp. __ 

The Aladdin chemists therefore set to 
work to find a dye which would dis- — 
tinctively colour the oil and thereby | 
“key” it as an immediately identifiable _ 
brand, but without in any way detract- _ 
ing from its value as a lamp fuel. o 

A particular dye had long been — 
known, but its commercial value had _ 
not been realized; this: dye was found — 





to be ideal for the purpose which the 


Aladdin directors had in mind - a 
Further experiment showed that 
when the paraffin, treated with the dye, | 
was splashed or spilled over dress — 
materials and other objects, it left no 
stain. This was a point m its favour. 
Another far more important one was _ 
this: the dye reacted to a very simple — 
but searching chemical test so that it _ 
could be found within. five minutes He 
whether: a ene of Aladdin | a 
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The binder Modern Business wants 


has been produced by— 
—abandoning conventional design 
—usIng a wonderful new alloy— 
strong as steel, yet 30% lighter than aluminium. 


INDESTRUCTIBLE—The new Kalamazoo Model M 
has undergone devastating tests—double the usual-— 
and it hasn't “ turned a halr.”” These tests wrecked 
Model A Pigskin, hitherto the strongest binder 
made. 

LOW-PRICED—The design of the engineer, not of 
the book-binder, Model M represents a big jump— 
out of complication into simplicity, with consequent 
ease and speed of production and corresponding 
decrease in labour cost. 


in wear, in price, Model M Is an unrivalled economy. 


Kalamazoo Ltd 


(Propristera Mertand à terewy, kh Uta) 

Head Office and Factory ; 
NORTHFIELD, BIRMINGHAM, 
London Offices : 40, Grosvenor Pace, 5.W.1, 

Branches In all leading Provincial Cies. 





Model M underwent 
a SHOCK TEST with 
a 9-lb. hardwood 
block — all corners 
and angles — in a 
4’ 8° wine-barrel. 
After 200 revolu- 
tlons in constant, 
crashing contact, it 
emerged scath- 
less. 


Short Specification—Kalamazoo unbreakable 
mechanism ; perfect thong equalisation ; panel 
design gives compactness with maximum torsional 
resistance and allows for easy handling ; great tensile 
strength; high fatigue factor; unique knuckle-hinge; 
Impervious to corrosion ; rubber cushions ensure 
non-marking of desk. 





Another Economy! — 


Over 1000 new stock sheets 
We have transferred over 1,000 “ special ” 
rulings to the stock sheet list with con- 
sequent lower prices and despatch In 
threes days. These Inexpensive 
stock sheets cover all general 
accounting purposes and 
hundreds of special pur- 
poses in 50 trades 
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had or had not been adulterated or 
diluted. 

So now the firm had a distinctive 
product to offer to its own customers 
and to all users of paraffiin-burning 
apparatus. The paraffin was easily 
recognizable by its characteristic pink 
appearance, and the public were to be 
told to look for the colour when pur- 
chasing Aladdin Paraffin. 

The next problem was that of dis- 
tribution. The task of building up a 
nation-wide organization for the dis- 
tribution of a product such as lamp oil 
would be colossal. Yet such an 
organization was essential if the scheme 
was to be of any use, for although many 
lamps are in use in cities and large 
towns, by far the majority of users live 
in widespread country districts where 
gas and electrical supplies are not avail- 
able and where shops are by no means 
plentiful or easily reached. 


Co-operative Arrangement with 
the Oil Maufacturers 


In view, therefore, of the fact that 
the chosen paraffin was a brand pro- 
duced by Shell-Mex & B.P. Ltd., who 
have a wide distributing organization, 
the two firms concerned came to an 
agreement. Shell-Mex & B.P. Ltd. 
were to distribute Aladdin Paraffin 
through all their depots and agencies; 
it was to be stated clearly that the 
marketing*of Aladdin Paraffin did not 
interfere with the existing premium 
grade ‘‘White May” of Shell-Mex & 
B.P. Ltd., for the two are identical 
except for the distinctive pink dye 
which identifies and protects the former. 
It was to be supplied only to recognized 
oil-men and dealers, who would be 
required to refrain from selling it below 
the price ruling locally for premium 
grade oils. In passing, it should be 
mentioned that the retail price of 
paraffin is not fixed nationally, but 
varies according to districts. This last 
undertaking on the part of the retailers 
was necessary in an attempt to stan- 
dardize the price as much as possible. 


This “Was a Double Incentive to 
Stockists 


The retail oil trade thus had a double 
incentive to stock the new paraffin. 
They were ‘assured of its efficiency 
through its being produced and dis- 
tributed by so reputable a concern as 
Shell-Mex & B.P. Ltd., and they 
realized that their previous trouble of 
having Aladdin lamps returned by dis- 
satisfied customers would be banished. 

This education of the retail oil trade 
as to the value and purpose of the new 
paraffin was entirely carried out by 
Aladdin Industries Limited. 

It was still necessary to bring this 
new product to the notice of the public. 
They had to be told of the superiority 
and the reliability of this particular 
paraffin over others. Accordingly, the 
first national advertising campaign ever 
undertaken for was launched 
by Aladdin Industries Limited late in 


i 
i 
| 
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September, when 
beginning to feel the nip in 
which heralds the winter. 

The story was, of course, a combina- 
tion of the virtues of both lamp and a 
specified fuel. The results, even in so 
short a time, have already justified this 


people were just 
the air 
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ambitious scheme. An uncontrolled and 
much abused trade is being placed on a 
more reliable footing; the general public 
has been given a paraffin which it 
knows is absolutely reliable, and 
Aladdin lamps are being used with even 
greater confidence than in the past. 


SALES .. . 











REDUCED? COST | 
OF DELIVERIES | 
o cut down the cost of deliveries, the 
proprietor of a fairly: large department 
store devised a novel system. Every 
customer who carried home her purchases 
was given a coupon. Four of these 
coupons equal a ‘‘certificate’’. The certifi- 
cate has a money value, and can be spent 
in the store. 
The plan has proved to be exceedingly 
pular; the number of delivery vans has 
cut by three, and many people now 
buy all their goods at! this store in order 
to get the certificates. 


+ 


HELPS MANUFACTURER 
AND CUSTOMER | 


A\ clovery suit he ettla two cards, cach 


of every suit he sells two cards, each 

of-which has only|to be filled up and 

to him at any time during the 

twelve months after the sale to ensure that 
the suit is— 


At these vale , mugsing buttons are 
replaced, all repairs executed, any ten- 
dency to 


corrected by a special 
oved. 


(a) a quick 
valuable guide to buying. 

The man who sees [how materials are 
wearing will make fewer mistakes in the 
materials he buys. Helis building reputa- 
tion as well as sales. 

+ 

GETS CUSTOMERS TO 
VISIT THE WO 

he proprietor of a laundry in the 

Midlands extended| the usual cordial 

invitation to his customers to visit his 
plant. Although it was the most up-to- 
date possible, the customers stayed away, 
thereby depriving the owner of the 
advertisement value of|his plant. 

In order to remedy this he came to an 
agreement with the editor of the Woman’s 
Page in the local weekly newspaper, 
whereby she was to organize visits by the 
women of- the district to the various 
factories and works. He also approached 


_his fellow. members of the Chamber of 


Commerce, so that a reasonable variety of 
the visits could be arranged. Thus by 
throwing open their works to the visitors 
and by getting the visitors to come to 
them, many local business men, including 
the owner of the laundry, brought their 
businesses to the very particular notice of 
their customery. 


+> 


TAKES CARE OF 
SPECIAL ORDERS 


n a large firm of wholesale clothiers, 

special orders often got mixed up, and 

were sent out in incorrect rotation. 
This caused a good deal of trouble at the 
retail branch shops. A simple system was 
effectively brought into operation to 
remedy this state of affairs. The first 
fifty orders received each morning were 
mp with a large letter ‘‘A’’ in the 
top left-hand corner, the next fifty with 
the letter ‘"B’’, and so on. The orders 
were sent out in batches at stated times in 
the day, and the number, 1, 2, 3, etc., of 
the batch was added by the side of the 
letter denoting the order of reception. The 
dispatch manager made occasional un- 
heralded examinations of the order form 
after completion to see that the instruc- 
tions had been carried out. There was no 
dificulty in introducing the system, and 
it proved its worth because the familiar 
letters of complaint from the branches 
ceased to arrive. 


+ 


CUSTOMERS APPRECIATE 


THIS REPAIR SERVICE 
large firm specializing in repairs to 
A machinery sends out to every inquirer 
the following information: 
x whether a repair is possible or not 
that the work is guaranteed 
(c) the length of time needed for its 
completion 
(d) what parts should be sent for fitting 
and tegting. . 
For this an addressed label with the 
customer's name filled in is sent, and he 
is asked not to delay sending the broken 
part, but uf he requires any more informa- 
tion, not to hesitate to ask. He also 
Teceives a booklet, and whenever possible 
his attention is directed to illustrations of 
jobs like his own. 


MOTOR TRANSPORT. & EQUIPMENT 
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From January Ist next, new legislation will impose higher 
taxation on, commercial motor vehicles. 


Vehicle manu- 


facturers, however, have radically changed and improved 
their 1934 models to compensate the user as far as 


possible for these Increases. 


This revlew 


of the Recent Commercial Vehicle Show, 
where the new models were displayed, is 
therefore of vital interest to every business 
-man who uses road transport. 


TRANSPORT... 


IS READY FOR 


eviewing the Commercial Motor 

R Show as a whole, the effect on 

vehicle design of the Finance Act, 
1933, and the Road and Rail Traffic 
Bill, is nothing short of amazing. One 
expects to see more marked changes and 
developments at the Commercial Show 
than at the Motor Show, for it is only 
held every two years, but making all 
allowances for the greater lapse in time 
between exhibitions the exhibits this 
year were almost revolutionary. 

Put briefly, my chief impressions of 
this year’s exhibition were: the extra- 
ordinary reduction in unladen weights, 
together with the lightness of body 
construction; the rapid development of 
diesel engines; the increased use of 
trailers, and the development of 
mechanical horses of various types. 

Taxation based on the unladen 
weight of vehicles next January has 
resulted in the all-round reduction of 
chassis weight, and in the weight of 
bodies, too, both these factors will 
benefit operators in the matter of run- 
ning and maintenance costs. 

Some of the reductions in weight that 
have been effected are astonishing. It 
* was not long ago that the average 
so-called 6-tonner, complete with lorry 
body, weighed nearer 6 tons than 5 
tons; there were some cases of it weigh- 
ing well over 6 tons. To-day a number 
of makers are offering 6-ton lorries that 
not only weigh under 5 tons, but in 
some cases under 4 tons, ready for the 
road. These vehicles are thus able to 
carry their full pay loads without fear 
of transgressing the laden weight regula- 
tions, whereas it was common know- 
ledge that a year or so ago many lorries 
advertised as 6-tonners could not carry 
that rated weight without exceeding the 
laden axle weight limits. 

Just as the rt user is interested 
in the eevelopments of reduced unladen 
weight, as shown at this year’s Com- 
mercial Motor Show, because they pro- 


‘at 30 m.p.h. 


1934 


mise a reduction in his petrol consump- 
tion—he should be interested for yet 
another reason. 

It is generally understood that the 
laws regarding laden weights, both of 
vehicles and axles, are likely to be 
enforced more and more strictly in 
future, and that under the Road and 
Rail Traffic Bill, disregard of these laws 
may well lead to the suspension of one’s 
right to operate transport at all. 

So that from every point of view 
weight reduction is advantageous to 
every user of transport. In the lighter 
load-carrying classes, however, there is 
yet another reason for cutting unladen 
weight, for by reducing it below 2} 
tons, the truck becomes entitled to 
travel at a speed ro m.p.h. faster than 
the 20 m.p.h. limit imposed on vehicles 
above that weight. As a result, this 
year, for the first time, several makers 
have introduced trucks rated to carry 
3 tons, in addition to reasonable body 
allowance, which weigh under 24 
tons. 

Such a vehicle is the Karrier 
“Falcon”, a 3-tonner which can travel 
Its predecessor carried 
50 cwt. at 25 m.p.h. 

The Thorneycroft people have also 
been particularly successful in reducing 
unladen weight, so much so that one of 
their most popular models, on which 
the tax is about £90, is taxed by only 
3 or 4 per cent more for 1934. 

The Commer people have also pro- 
duced a 2$-ton and a 3-ton lorry which, 
with most body styles available, are 
brought within the lowest taxation class 
and the 30 m.p.h. group. 


Low Unladen Weight With 
High Load Capacity 
Guy Motors list a 2-ton model and 
also a 2$-ton model, which they guaran- 
tee to carry a net load of 3 tons. 
Almost every vehicle maker, in his 


catalogue, gave the unladen weight of 
his various chassis designs, and in an 
adjoining column stated the maximum 
weight allowable for bodies to bring 
them within a particular taxation class, 
so that transport users are well served 
with information this year. This is by 
no means the least commendable feature 
of this year’s Show. Users of transport 
fleets are in a much better position to 
organize their transport efficiently than 
ever before. 

Apart from the developments toward 
lower unladen weights, another note- 
worthy development is in “the use of 
trailers to increase the pay load of 
vehicles. 


How A Trailer Can 


Increase Work Done 

Dodge Bros. (Britain), Ltd., showed 
a number of trucks with trailers of 
various kinds. Here is an example 
showing how the use of a trailer, with 
a little additional tax, doubles the pay 
load. 

A Dodge 2 to 2$-ton truck is taxed at 
£30. That truck will hanl a 2}-ton 
trailer. There is an additional tax of 
£10 on the trailer, bringing the tax to 
£40 in all. The taxation for a 5-ton 
truck is £70, so that the use of a light- 
weight track and trailer sheys an 
immediate saving of £30, quite apart 
from the time-saving nature of the 
trailer, for one trailer can be loaded 
while another is being transported with 
a load. The Dodge people certainly 
have developed the trailer principle to 
a great extent, and they exhibited a 
range of trailers suitable for a wide 
variety of traders. 

The Guy 2}-tonner I have already 
referred to is also guaranteed to haul 2 
tons on a trailer. 

The trailer has many advantages over 
the single lorry, in that, if a number 
are used, it enables the truck to be in 
much more constant use, thus cutting 
down loading and unloading times. 
Depending on the nature of the work 
for which they are used, and the 
distances to be covered, from one to 
three trailers can be in use with one 
truck. 

The diesel oil engine, running on fuel 
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Unladen weights have been reduced and capacities and speeds 
increased to give the user maximum profitable results under 


the new taxation. 


| 
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The mechanical horse, for £5, will do 2,500 ton-miles per ‘week 
against the ordinary horse’s 130 ton-miles for £3. | 


+ 
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Trailers cut down the time for loading ana unloading. With 2 or 
more In use a vehicle can be kept continuously In use, 





at 54d. per gallon, has come to stay, 
and is finding more and more sup- 
porters. A large single-decker will do 
as much as 20 miles to the gallon and 
will ran 100,000 miles between over- 
hauls, 

The way in which the heavy oil 
engine has crept into favour is shown 


by the fact that almost every maker. 


exhibiting at Olympia featured one or 
more diesel-engined models, some being 
offered in both petrol- and oil-engined 
units, the rest of the chassis being 
identical. Some makers, too, offer to 
convert their petrol lorries to diesel 
engines if required. 


Diesel-Vehicles Do Higher 
Mileage at Lower Cost 


The heavy oil engine has also, been 
fitted to vehicles of smaller load 
capacity than formerly, and in this 

respect British manufacturers can claim 
to have taken the lead over all foreign 
competitors. 

I was very interested in the Foden 
1o-ton diesel-engined lorry. It is a six- 
wheeler, or can be had with trailer. 
Uniaden, it weighs 4 tons 19 cwts. and 
will carry, or haul, ro tons. 

It has an eight-speed gear-box and 
will give 13-14 miles to the gallon of 
heavy oil, oil which, bought in bulk, 
is obtainable at 4d. per gallon. Com- 
Se estes the 1o-ton petrol lorry, which 

nly averages 5-6 miles per gallon, it 
will be seen that the Foden 1ro-ton diesel 
does twice the mileage at one-third the 
fuel cost. 

At the other end of the scale Commer 
Cars of Luton were exhibiting diesel 
engines on lorries from 1} tons upwards. 
Hitherto, it has not been regarded as 
practicable to fit diesel oil engines on 
lorries carrying less than 3 or 4 tons, 
but Commer claim to be the first firm 
to ft a diesel engine in a rġ-ton lorry. 

The mechanical horses featured by 
both Karrier and Scammell were among 
the outstanding and most interesting 
exhibits of this year’s show. The 
Karrier people were experimenting with 
this new form of light haulage as long 
ago as 1927, but I understand that the 
first public demonstration did not take 
place until 1930. During the past three 
years, of course, it has been developed 
in a variety of ways. 


Here are some | interesting and 
illuminating comparison costs between 
the mechanical horse and the live horse. 
A light-heavy draught horse will draw 
130 ton miles per week at a cost of £3, 
excluding the driver's: wages. A Karrier 
Cob will do 2,000-2, 500 ton miles per 
week for an all-in cost, including depre- 
ciation and interest on capital, for £5 
per week, excluding driver’ 8 wages. 

There is this advantage with the 
mechanical horse: it does not need to 
have rests and does not require feeding 
and grooming at week-ends. No PER 
than the horse it replaces, it can be 
hitched to a wagon or specially designed 
trailer and will back it into any position 
required, or draw it at a steady speed 
for a hundred miles or more at a time, 
and manœuvre as easily as a side-car 
combination in the most confned 


spaces. 

Users declare that a ‘‘mechanical 
horse’’ costs 30 per cent less than the 
real thing in use and upkeep. It has 
one wheel in front and two behind, the 
two rear wheels being very close 
together. They oe exceptionally 
mobile. 

Motor transport has hitherto confined 
itself, in the main, to the moving of 
goods over long distances at reasonably 
high speeds with the' minimum of un- 
loading. For the collection and delivery 
of goods in a restricted area the horse- 
drawn vehicle has until quite recently 
retained its popular favour, but the 
mechanical horse will undoubtedly 
supersede the horse for short hauls in 
small areas. 


- How Short Haul Costs 


Can Be Reduced 


The adaptability of this new light 
form of transport is! shown by this 
example. One large! firm of haulage 
contractors were employed to collect 
coal from the railway |siding, delivering 
it direct to the power-house of a large 
industrial organization. The coal had 
to be man-handled from the railway 
trucks into the lorry, and had to be 
similarly unloaded by hand at 
destination. A 6-ton steam wagon used 
to transport 40 tons per day, the 
original cost of the 6-tonner being 
somewhere in the nature of £1,300. 

This form of i was changed 


| 


its . 
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for a Karrier Cob costing {260, with 
three trailers, costing {148 each—a total 
capital expenditure of £704. The use of 
three trailers allowed the maximum use 
to be made of the mechanical horse, for 
whilst one was being loaded, another 
could be unloaded at the boiler-house, 
while the third was in transit. Taking 
a 3-ton load at each trip the mechanical 
horse, operating under these conditions, 
could haul 144 tons per day. 

It will be seen how, in a case such as 
this, the fullest use could be made of 
the men loading and unloading, and the 
amount handled was more than trebled 
each day—for a lower capital expendi- 
ture. s 
For short haul loads the mechanical 
horse bids fair to become the cheapest 
form of transport, for whereas a horse 
can travel with a load from 14-16 miles 
per day, the mechanical horse will 
travel 14-16 miles per hour, hauling 3 
tons as against 30 cwts. 


Delivery Costs Cut From 

3s. 6d. to 1s. 3d. a Ton 

The Karrier people, have this year 
introduced a mechanical horse that will 
haul 6 tons, fer the first time. This is 
taxed at £30, whereas a 6-ton petrol 
vehicle is taxed from {50-470 and the 
6-ton oil-engined vehicle is taxed from 
£65-£90. 

I recently came across a firm who 
were using lorries for the delivery of 
general merchandise, and their records 
for delivery showed that they were 
paying-3s. 6d. per ton delivered of their 
goods. When they changed over to a 
mechanical horse with two trailers, they 
reduced their delivery costs to 1s. 3d. 
per ton delivered. 

The Karrier people have developed 
all forms of mechanical horse, some 
with fixed bodies, some with a tipping 
body, some to be used as trucks, others 
for shunting purposes in railway yards. 
In fact, there seems to be hardly any 
limit to the uses these sturdy power 
units can be put to. 

Scammell Lorries also showed a 
remarkable range of 3-ton and 6-ton 
mechanical horses. 

Scammell Lorries also exhibited some 
remarkable 5-7-ton pneumatic-tyred 
trailers, and, of course, articulated 
heavy six-wheelers and frameless tank 
wagons for the transport of liquids in 
bulk for which they are famous. They 
have been the pioneers of this kind of 
vehicle, built as a unit, and being by 
no sense of the word an adaptation. 

The range and variety of Scammell 
six-wheelers at this year’s Show proves 
that they have been tried and proved 
for all classes of heavy haulage. Some 
of the six-wheel tankers (and there were 
some eight-wheelers among the range of 
exhibits on this stand) are made to 
carry from 1,500 to 3,500 gallons of 
liquid, varying from petrol to tar. 

Mr. Norman A. Hardie, who was 
Chairman of the Commercial Vehicle 
Exhibition Committee of the Society of 
Motor Manufacturers and Traders, Ltd., 
the organizers of the Commercial Motor 

(Continued on page 34). 
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ORE and more businesses are depending upon 

the efficiency and economy of the Raleigh Van 
to solve their transport problem. Transport and 
delivery are always a likely source of “‘leakage’’, and 
profits can be quickly eaten into by the maintenance 
costs of a poor delivery service. But with the 
Raleigh you can keep your overheads down and save 
money all round—in tax, insurance, initial outlay 
and maintenance. 


Write to Dept. 44, The Raleigh Cycle Co. Ltd. 
si for illustrated ,catalogue aml full 


£78 31530 


- completely equipped 


* 


(ex-Works) 


Insurance, third party, from £3. 
Easiest possible deferred terms. 


RALEIGH 


LIGHT TRANSPORT. 





HOW MUCH A YEAR DOES YOUR TRANSPORT GOST? 


One of a fleet of Guy “Wolf” Vans operated by Messrs. Lewis's 


GUY MOTORS Lro., Wolverhampton. London: Porteus Road, Paddington, W.2 


oo 5 


a 
SA Tif STORE OF Th OF THE E TARETY 
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Arg your delivery charges 
inflated by one or two “‘old 
servants” — heavy vehicles, 
past their economic life and 
destined to bear a higher 
taxation after January Ist? 
If so, investigate GUY 2-ton 
and 2}-ton chassis; scaled 
down in weight but designed, 


to carry higher net pay loads 
than formerly. 


They are economical to oper- 
ate and maintenance charges 
are low, because they are 
individually built. Initial 
cost is low also— 4239 for 
the 2-ton chassis and £285 
for the 2}-tonner, which, 
incidentally, we guarantee to 
carry 3 tons net pay load. 
The annual taxation on the 
standard 2-tonner after Janu- 
ary ist will be £25, and on 
the 2}-tonner £30. 





WAREHOUSING 


In every large town or port on the LMS system Is an LMS ware- 
house—350| of them In all. You can store your goods in them 
more cheaply than anywhere else In the country. Storage of 
bulk stocks pending sale or distribution is speclally catered for. 
Capacious VVet and Dry Bonds are available in many of the more 
important centres, 
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Uncovered pia with all the advantages of a rail-connected 
site, is available at the Company’s Goods Stations. 


SALES SERVICES 


-Store your goods in an LMS warehouse and the LMS will deliver 
to your customers in that district as the orders come through. It 
is cheaper this way and your distribution is accelerated. 


Here Is an extract from a letter about LMS Railhead Distribution 
from a famous firm of chocolate manufacturers : 

“With this Cardiff transfer, we have now converted all our depots. Such per- 
sistent efforts ito render speedy service have undoubtedly assisted us to make 


steady progress despite recent conditions of trade. The Raitway Companies have 
collaborated most helpfully in these developments.” 


+ 
Any LMS agent will supply full particulars on application; or write to the Chlef 
Commercial Manager; Dect. N.W, LMS Rallway, Euston Station, London, N.W.1 
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“TRAILHEAD DISTRIBUTION 
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WELL-CHOSEN 
GIFTS 


Do you know that you can put 
over your message three times 
—at the same time—and you only 
pay for it once? 







Merit” this Xmas— Bae 
any design in any colour, Ae. hy 
Se ee ee xS 

ite. Distinctive, yet . . 
inexpensive. Vout Wi | b e In 
trademark or signature Constant: use 
worked into the design. 

Supplied from stock or e... 
to your own require- ead Te 
ments, ` 

Choose in good time queers) 047: ears 
to get the best results. Cane Ea LA 
Our experts will gladly SEES 
assist you-—their ser- atin: ’ 
vices are free. Write Write for complete list 
or ’phone Tot. 4256/8 of designs and prices- 


Do you know that you increase 
the visibility of your message 
by 100% ? 


On commercial vehicles, on your 

own delivery van, on your factory, 
"in your shop window, no matter 

where, you effect an economy ! 
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Write and ask us why! 


THREE WAY SIGNS LTD. 


$4, HATTON GARDEN, LONDON, EC.i 
Telephone a HOLBORN 2066 
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PRODUCTION, EQUIPMENT & PRACTICE 


The Sum of 


A Thousand SHORT - CUTS 


At Dagenham the size of the great Ford Motor Car factory 


is its least important quality. 


To the business man its 


imperative claims are its efficiency, economy and speed. 
It is the Shrine of the Short-Cut—a composite of power, 


production and saving. 


It is a million - pound lesson 


in the science of making a quality product to sell 
fast and profitably at a low price. But the vital point is 
that the Short-Cut principles of this great concern can, 
in nearly every case, be equally employed in even the 


smallest production plant. 
engineer ; 


Mr. Felix is an industrial 
the following are some of the short- cuts 


which he saw in actual use during a tour which he made 
of the great Ford plant especially for BUSINESS 





SIMPLE PRODUCTION 

CONTROL METHOD 

prey worker in the Ford factory is 
paid by day rate. Thé chief objec- 

tion to this is that normally it calls for 

too much supervision in order to main- 

tain high production. This is how 

Ford’s overcame that objection.. 

A production schedule is set for each 
unit by the Planning Department. This 
schedule naturally varies from time to 
time. The speed of the conveyor for 
that particular unit is then adjusted. to 
produce the schedule required. The 
operation times are determined by exact 
time studies. Only a small percentage 
of this time is subject to human 
variants. The labour corps is then 
adjusted to suit the speed of the con- 
veyor. Inspection points are estab- 
lished -along the line. Besides inspect- 
ing the work, the viewers check 
volume. These quantities are entered 
on small blackboards by the inspectors. 
At the final line inspection, a more 
detailed board is entered. This board 
shows the quantity of each part pro- 
duced each hour. They are written up 
in accumulative form hourly. Weekly 
production is obtained by’ adding 
together the final hours of each day. 

These records are compared periodi- 
cally with the production schedule. 


Any departure from schedule can be™ 
immediately located by reference to this , 


and to the small production boards kept 
by the line inspectors. 

This method is neither complicated 
nor costly. Yet it provides for the most 
exact inspection of work and the closest 
check on production. It also maintains 
high output without the expense of 
supervision or elaborate bonus schemes. 
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HOW FLOOR SPACE 

IS ECONOMISED 

T= cost of floor space is a staggering 
item no matter what the size of the 

plant. The problem was especially 
acute at Dagenham. Methods were 


needed to get 100% service from the 
millions of tons of concrete piles which 
form the foundation of the works. 

To secure this, all the plant and 
machinery is positioned without un- 
necessary space between. Gangways 
other than the main ones are wide 
enough to allow efficient working room, 
and no more. Every machine is fitted 
with an independent motor.. Small 
dining-rooms for each section are built 
on galleries. The lavatories, too, occupy 
no floor space. 

This arrangement means that every 
square foot of floor is productive—it 
earns dividends. The danger of litter is 
removed—there is no room for it. Line 
and countershafts are rendered unneces- 
sary. This means lower maintenance 
costs, less noise (one of the most dis- 
tressing features in industry), and more 
daylight; another saving here. The 
independent motors also make the 
machine tools flexible—they can be 
moved easily to any desired place. And 
finally, every unit of power used is 
translated direct and without waste into 
productive effort. The small dining- 
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By 
J. W. FELIX 
Industrial Engineer 


rooms for each section score over the 
usual large central one in that they cut 
out walking time which would other- 
wise encroach upon the workers’ rest 
periods. 
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UVENILE STAFF 
NING SCHEME 
= a mass production factory there is 

a danger of producing workers who 
have no ability beyond the particular 
task upon which they are engaged. 
Ford’s overcome this difficulty by train- 
ing their own workers. 

Every boy employed spends alter- 
natively one week in a school and two 
weeks in a workshop. The school is 
under the direction of a fully-qualified 
teacher. The boys learn mathematics, 
machine construction, drawjng, and 
other subjects having a direct bearing 
upon the work they have chosen. In 
the front of the classroom there is a 
giant micrometer. The thimble of it is 
about 8 inches in diameter, roughly six- 
teen times normal size. This working 
exhibit enables the teacher to teach the 
whole class simultaneously and by 
practical demonstration. 

The Boys’ Workshop is in charge of 
a highly-skilled engineer. The boys are 
taught all the machining processes 
carried out in an engineering works. 
They learn how to assemble a car com- 
plete—and dissemble it. They learn 
tool-making, and indeed every process 
that will enable them to take their place 
beside the skilled craftsman. 

Separate lavatories are set aside for 





Engines are lifted without slinging by the use of the device attached to 
the hoist pulley. Bodies are lifted by the same method. Notice the stores 
bins open also on the Engine Section. This saves double handling of parts 
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the use of the boys. They have a 
special dining-room, too. Dinners are 
provided free. Close records are kept 
of the progress of each lad. It is from 
their ranks that the executives of 
to-morrow will be drawn. - 
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NO LIFTING 
BY THIS PLAN 
A Dagenham, the floor is used almost 
exclusively for equipment—no work 
is placed upon it. Conveyors are located 
close to every machine and work centre. 
Their height is such that no lifting is 
needed either before or after an opera- 
tion. In this way, human energy is 
conserved for productive work and 
handling times are reduced to a mini- 
mum. It is worth mentioning that the 
entire transportation of work is per- 
formed mechanically. The cost of 
moving work at Ford’s adds nothing to 


the payroll. 
o + 


INCREASES OUTPUT OF 
PORTABLE ELECTRIC TOOLS 

lectric wrenches are used for assem- 

bling studs, nuts and similar jobs 
normally performed by hand. But 
these tools are heavy things to handle. 
To overcome this disadvantage, each 
wrench is s nded on a wire cable. 
This cable is operated by a spring in an 
overhead attachment. The spring is 
adjusted at such a tension that the 
weight of the tool is neutralized. The 
wrench is thus entirely flexible and its 
effective weight is actually less than 
that of a spanner. The same idea is 
used for the electric riveters in the 
chassis assembly shop. It increases 
speed and eliminates fatigue. 
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SAVES TIME IN THE 
DRAWING ROOM 
nstead of cumbersome tables, the 
Drawing Office is equipped with inde- 
pendent units. The boards can thus be 
tilted to any angle desired by the 
draughtsman. 





The problem of finding a place for the 
draughtsman’s equipment is overcome 
in a novel manner. On the right-hand 
side of each board, a neat arrangement 
is fixed. This consists of a board large 
enough to take a reference-book, or a 
pad for calculations. Beneath it is an 
attachment for holding three ink- 
bottles. This idea could be used on an 
ordinary desk with good results. 
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BETTER SAND SUPPLY 
FOR -COREMAKERS 
k making moulds, the sand is usually 
taken from a bin beside the worker 
and then kneaded into the master 
mould, the bin being replenished 
periodically from a central supply. To 
improve on this method, the Ford 
operators work at a polished circular 
table. Three or four work at each 
table. From an overhead hopper a 15- 
inch tube descends to within 3 inches 
of the centre of the table. A constant 
supply of damp sand is delivered 
through this tube, the operators scoop- 
ing it from the 3-inch gap. 

This arrangement occupies less space. 
It saves the task of replenishing supplies 
by hand. And it minimizes the number 
of motions necessary to collect the sand. 
Incidentally, when the sand has served 
its purpose, it is crushed, re-moistened 
and deposited by a conveyor into the 
overhead hopper for re-use. This pro- 
cess is repeated after every baking. 
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CASTINGS CLEANED 

HYGIENICALLY 

(C ang the sand from castings is 
normally a dusty and unhealthy 

process; it is laborious, too. But Ford’s 

have solved the problem with this 

simple device. 

The castings are placed in a revolving 
drum with a quantity of steel stars. 
These stars measure an inch from point 
to point. The cross section at every 
place is diagonal. The castings when 
taken from the drum are polished from 
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Drawing boards are fitted with a device for holding a writing pad and 3 ink bottles. 
The roller covers on each unit protect drawings from dust. Time is saved by 


using self aligning tee squares. 


iron strips screwed to the floor preserve orderly 
arrangement of independent units. Notice the lapel badges. 


Every employee 


wears one; unauthorized visitors are instantly detected by the use of this idea 
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the abrasive action of the stars. The 
latter are used over and over again. 
The job is thus performed at a high 
speed, better than it can be done by 
hand, at a small fraction of the cost, 
and in a hygienic manner. 


+ ¢ 


THIS GADGET 
HASTENS SLINGING 
Singing is an operation that requires 
skill and care. By the usual 
methods it is a lengthy business, even 
if it is standardized. But this is the 
method by which the Ford body is 
placed on the chassis. 

A steel beam, roughly conforming to 
the contour of the top of the body and 
bent to form a semi-circle at each end, 
is used. This is well padded with 
canvas and suspended by a cable from 
a portable hoist. The operator slides 
this padded garb along the roof of the 
body which is to be assembled. The 
semi-circular lips at each end of the 
grab locate under the rim of the body 
roof. The shape of the former is such 
that it automatically locates at the 
centre of gravity of the body. The 
body is then raised two inches, swung 
over the final assembly conveyor, 
lowered in position on the chassis and 
the grab removed. 

This simple device cuts out all the 
wasteful operations of slinging. It 
renders the job an unskilled one and it 
reduces the chance of scratching the 
highly-finished body-work. A similar 
idea is used on the Engine Section. 
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MORE LEISURE 
FOR WORKERS . 

t meal-times, travelling buffets supply 

hot drinks to the workers on each 

section. This allows them to devote 
the whole of the interval to relaxation. 
Besides eliminating walking, it cuts out 
waiting for service. 
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BUCKETS WHICH 

SAVE LABOUR 

i using an ordinary bucket and mop, 
it is necessary for the worker to bend 

down to wring the mop fairly dry. 

Alternatively he must twirl the mop 


“carefully in the bucket mouth. This is 


wasted energy. Ford’s use a bucket 
fitted with two rollers at the top. The 
normal position of these is about eight 
inches apart. The operation of a pedal 
at the side of the bucket brings the 
rollers together. In use, the worker 
inserts the mop in the water, depresses 
the foot pedal, closing the rollers, and 
withdraws the mop, wrung ready for 
use. : 

The fatiguing and _ time-wasting 
motion of bending is cut out. -The 
workers’ hands are kept dry. No time 
is lost in trying to twirl the mop inside 
the bucket. And there is no danger of 
splashing water about the floor and 
upon the workers’ clothes. 
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SERVICE IN LINE 


with quality is only possible with standardized 

method. The Office which standardizes on 

equipment and method gives the best service. 
Constructive thought and accurately planned work come 
only from the right environment. Shannon Standardized 
Equipment in Wood or Steel creates the right environment 
for profitable mental effort. 





' Booklet Kir. on Office 
Equipment. sent to any 
Principal on. request, or an 
Office Planning Expert will 

‘ou. by appoint- 
ephone or write 


STANDARDIZED OFFICE 


“IMPERIAL HOUSE,” 15-17-19, KINGSWAY, LONDON, W.C.2 


And’ at BIRMINGHAM - ERISTOL LAS 
MANCHESTER ` NEWCASTLE-ON-TYNE 





r Indoor Efficiency & í 





: ice i EXTENSIVE ADVERTISING 
The trouble-free, accurate service always given by fe TELLING THE PUBLIC TO 
a Smith’s Synchronous Electric Clock is both a LOOK FOR THE LABEL 
: BELOW ON THE GLASS OF seme o 
symbol of and a great help towards real efficiency. EVERY CLOCK THEY BUY "+ 


For out-of-doors, too, a Smith’s Clock is ideal 
since it needs no winding or regulating and its 
undisputed reliability makes it a good-will-creat- 

-ing landmark and a most excellent advertisement 


 SMITH’S SYNCHRONOUS 
ELECTRIC CLOCKS 
are for use wherever A.C. electric mains are 
- time-controlled, and sold by Jewellers, Electri- 
= cians and Radio Dealers at from 25/-. Special 


designs for advertising, and turret models pre- 
one by arrangement. 














F so, we suggest that 
you get it on approval 
for comparison 


ANY FOREIGN-MADE 
MACHINE AND AN 
ENGLISH-MADE 


BAR-LOCK 
TEST THEM BOTH 


AND BUY THE BEST 
BAR-LOCK (1925) CO. 


NOTTINGHAM, ENGLAND 
Telephone: Nott, 75141/2 
















On application, a machine 
will be sent on a week’s 
trial, without charge or 
obligation. 


By the same makers: THE 
BAR-LET PORTABLE 


TOON Tint 


beat last years sales record 


"AO 


„by MT LD.C. 


3 Months 


North London to increase 
their sales by 41% --NOW 
red hot news that 


With the co-operation of 
Crichton they revolutionised 
their Advertising Uterature. 
Asked Crichton to design 
and — it hieme i re a 
wa t was » better, 
and diff different from that of 
any of their competitors. 


Tell Crichton your problem-—they 
tan heip vou. In any case, write 
or Broadsheet yos 


CRIC sj 






(Subsidiary of Greenly’s Lid.) 


ago d told you } 
how I had helped a firm in 3 
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3 Fanfold’s 
Labour Saving Stationery 
Systems 


ELIMINATE UNPRODUCTIVE LABOUR 
iN HANDLING YOUR MULTIPLE FORM 
WRITING 





Ask us to prove to you that we can 

‘save you £1.6.8 on every 1,000 

- Multiple forms completed in your 
office 








SPEEDOFORM | FANFOLD | TRANSKRIT 











PAE SAES 
TRADE whee fie. 


NORTH CIRCULAR ROAD, LONDON, NLW.2 
Telephone: GLAdstone S477 





Cash Price £8:8: 0 










5 CHANCERY LANE, LONDON, W.C.2 
"Phone: HOLBORN 8406 







20 years’ experience in manufacturing Visible Equipment o 
—more important still, 20 years’ experience devising coe 
systems such as :-— 


1. Sates DEPARTMENT. Customers who are not ordering 8 
shewn up month by month. ae ae 

2. Works Orrice. Better control of Stock. Coloured : a 
signals will indicate lines which are short stocked and on order. _ 


3. Lenpcer Sscrion. Visible Equipment provides a 40% pe 
quicker posting medium, insures speedier despatch of state- 
ments and shews overdue accounts “at a glance,” | 


Write for particulars now— 


CAR’ TER-PARRATT L 
316-323. Abbey House, VICTORI A 


S.Wai 
E 2 Victoria a 1045-1046 





Works + Wickford, Es sex ~ 











OF FI CE 


RRAS FICE 


AND 


EQUIPMENT 








Speed Up The MAIL.. 


and you 


Speed Up The BUSINESS 


n last month’s article we dealt with 
the handling of the in-coming mail. 
We completed that subject except 

for just one .point, and that concerns 
the handling of cash enclosed in the in- 
coming mail. 

In firms such as mail order and direct 
selling concerns, where the daily receipt 
of cash by mail is a heavy item, special 
arrangements must be made, not only 
to expedite the actual handling of the 
cash, but also to safeguard it. 

ka 
Machines which can Deal with 
Cash Enclosures. 


One way of dealing with the cash is 
for one or more responsible clerks to 
note on the envelope or letter accom- 
panying the cash, in heavy blue pencil, 
or other indelible medium, the amount 
of cash enclosed. Then, before the 
cash, with the accompanying letters, is 


_ passed to the cashier or accounts de- 


partment, the in-coming post depart- 
ment runs off the total on an adding 
or listing machine so that if there is any 
query, any remittances missing, etc., 
it will have a record of the total remit- 
tances that pass through its hands. 

In some businesses they go so far 
as to use one of the firm's calculating 
machines, and the remittances are de- 
partmentalized while this first listing 
and adding is going on. One firm of 
cash register manufacturers offers mach- 
ines which dissect and record accounts 
into any desired departmental order, 
totalling them and showing the com- 
plete record on a paper strip. 

Most businesses, however, especially 
the smaller ones, pass cash receipts 
direct to the accounts department, so 
that a full discussion of cash handling 
machinery does not rightly belong here. 





By 
E. D. MARTELL 








Letter opening appliances 


and equipment for sorting 
and the quick distribution of the morning mail were 
described in last month’s issue under this heading. In 
the following article the author explains equipment for 
collecting the outgoing mail and speeding up its dispatch 
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The next class of equipment deals 
with out-going mail; and here it should 
be emphasized that, as in the case of 
in-coming mail, everything possible 
should be done to make for speed and 
easy flow. In far too many businesses, 
especially where there is a fairly heavy 
mail, there is still too much tendency 
for the mail room or desk to become 
a bottle-neck from 5 p.m. onwards, 
with clerks working at over-pressure 
and with strained nerves and tempers. 


Sorting Bins: Make Them to Fit 
Your Needs. 


Much of the equipment discussed in 
our November issue for the in-coming 
mail also serves for the out-going. 

For example, the baskets and trays 
on executives’ desks serve to take out- 
going mail. From these trays mes- 
sengers collect the completed letters and 
take them to the mail room. a 

In the mail room itself there should 
be another set of bins or compartments. 


atas 


The actual designation of these, of 
course, will have to be made to suit 
the individual business. A firm which 
has a heavy mail to various branches 
all over the country will have a tier of 
bins with a compartment for each 
branch. Into these the messenger will 
sort the branch letters so that at closing 
time all the stuff for each branch can 
be gathered and dispatched in one ade- 
quate envelope. 

Other bins will be marked ‘‘London’’, 
“Country”, ‘‘Foreign’’. The mes- 
sengers can also sort these accordingly. 
The actual mail clerks can then work 
at a maximum speed, dealing with each 
particular bin. 

If the mail is large enough these divi- 
sions can be further broken down bys 
a mail clerk with a letter-weighing 
machine who will sort them out into 
bins marked with the various units of 


postage. 
How Sealing Machines can Save 


Time. 
All circular matter going out under 
cheap postage rates must, of course, be 
kept separate and must be dealt with 


earlier, for, whether the firm itself 
stamps these letters or leaves the Post 
Office to do it, the time for acceptance 
by the Post Office is earlier than in the 
case of ordinary mail. The time must 
be watched if cheap rate circular matter 
is to catch a post for first delivery next 
morning. (Continued on page 37) 





This hand-operated letter-sealing machine seals perfectly 


of 10,000 letters per hour. The electrically 


driven model of the same type has automatic feed forvarious 
sizes and thicknesses and seals at a speed of 12,000 per hour 


| Solving the 


YEAR-END 


FILING Problem .. . 


By P. T. HUNTLEY 
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Transferred correspondence of any magnitude becomes difficult of refer- 


ence unless adequate indexed records are 


kept. A section of a 


general visible index may with advantage be given over to this purpose 





he end of the year brings the 
j pelra of correspondence transfer 

prominently before the business 
executive. It is a recurrent bugbear for 
the elimination of which new ideas are 
welcome. 

The following are some of the ques- 
tions which have to be decided now: 

(i.Which letters have to be de- 
© stroyed, and which retained? 

(2) How shall folders of correspon- 
dence be transferred? 

(3) How are transferred folders to be 
filed ? 


(4) How are records of transfers to be 
kept? 

(5) How long shall correspondence 
transferred to the ‘‘dead’’ files be 
kept? 

(6) Shall the filing be departmenta- 
lized or done centrally, to simplify the 
general work? 

Of course, the easiest way out of 
the difficulty would be to burn all 
old correspondence. But this is an 
evasion of one difficulty which creates 
others. 

The nature of correspondence re- 
ceived will determine the procedure. 
If it is of a specific nature, containing 
quotations or figures on which contracts 
are based, obviously it must be safely 


stored for such a period as is necessary 
until all fear of questioning is passed. 

Such correspondence, however, loses 
its value after a specific period, which 
can be determined. Correspondence of 
a transitory nature; queries, personal 
greetings, items of business information, 
these should be ruthlessly destroyed at 
the year end to prevent the correspon- 
dence files being choked with utterly 
“‘dead’’ matter. 

In most cases it is necessary to hold 
over a considerable amount of corres- 
pondence for an intermediate period 
after it is cleared from the ‘‘current”’ 
files, before it can be safely destroyed. 
And so filing systems have to be 
arranged to meet this transfer difficulty. 

Of course, all filing systems need to 
be devised to meet the individual cir- 
cumstances; it is fatuous to lay down 
hard and fast rules. No one can say 
thus should you organize your filing 
systems, for what would work admir- 
ably in one organization simply will not 
work at all in another. 

In cases where there is a marked 
difference in the nature of departmental 
correspondence, the question of whether 
filing should be departmentalized or not 


arises. 
If it is largely of a general nature it 
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may be advantageous to send all trans- 
ferred correspondence to a central filing 
department. On the other hand, if one 
department finds it necessary to keep 
some of its correspondence on hand for 
a period of three years, while other 
departments can clear all files annually 
or twice annually, it will doubtless be 
advisable for such department to main- 
tain its own transferred correspondence. 

The methods of transfer are many 
and varied, and can be adapted to 
various needs. The complete folders- 
transferred to storage files, suitably 
labelled for reference, constitutes the 
simplest arrangement. 

In cases where frequent reference to 
correspondence files is necessary, how- 
ever, to transfer a complete folder and 
replace it with an empty one is to act 
prematurely. In such cases it is advis- 
able to transfer the earlier six months’ 
correspondence, leaving the latter six 
months’ letters in the folder. It is thus 
possible to refer back six months in the 
current file with ease, even immediately 
after the transfer. 

This plan keeps the current files in 
a healthy state and makes transfers 
automatic. 

Where there is a mass of papers going 
to the file, i? may be necessary to trans- 
fer correspondence at shorter periods— 
but it is a doubtful expedient. More 
files would be the better solution. 

The folders, when transferred, should 
be stored in some filing cabinets, out of 
the way, but easy of access, and should 
be labelled for instant reference. In 
some cases folders are numbered con- 
secutively to facilitate reference and 
record keeping. 

One large firm finds it advantageous 
to bind all letters together in book 
form. They are loosely bound in 
durable covers, labelled, and so bound 
they are stored on shelves. They take 
up very little space, and the cost of 
binding is infinitesimal. 

Yet, whatever method is employed 
to file transferred correspondence, the 
folders should be clearly labelled and 
indexed. Some visible index may be 
used to keep record of all folders, or 
else detailed records should be entered 
on index cards. 

Some firms insert in each folder of a 
current file the numbers or index letters 
of all transferred papers from specific 
folders. Thus an instant reference is 
provided. 

Of course, it is assumed in all this 
that the modern practice of filing letter 
and reply together is employed. To 
file correspondence received and one’s 
answers separately, as was the case 
where letters were recorded in a copy- 
ing book, is to invite confusion. 

And yet, the multitudinous folders 
which the modern practice demands, in 
allocating a separate docket to each 
customer's affairs, is also likely to cause 
confusion with transfers if due care is 
not exercised. Letters misfiled are lost 
in a perfect maze of folders, whereas 
under the older method a permanent 
record was kept, even though consider- 
able effort was necessary often to locate 
it. 
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It will be realized, then, that the 
more modern filing method has the 
defects of its advantages, and to guard 
against these dangers it is necessary 
that great care be taken by filing staffs. 

So soon as a regular system of filing 
is instituted, and a regular system of 
“transfers” is decided upon, the execu- 
tive officials, or all those who have to 
deal with correspondence, should be 
informed of the full details of the filing 
systems employed. All correspondence, 


before being passed to the files, should 
be marked with its appropriate docket 
number or name. This, besides pro- 
viding those in charge of filing with 
information which enables them to file 
quickly, provides them with an ade- 
quate check. 

Then so soon as filing and transfer 
systems are operating smoothly some 
definite rules should be laid down as 
to the periodical examination of trans- 
ferred correspondence. 
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At some regular period the person in 
charge should carefully peruse all trans- 
ferred correspondence. In some cases 
it may be possible to indicate on the 
card index records which are valueless; 
in others it may be necessary to peruse 
carefully the binders or folders. In any 
case, all ‘‘dead"’ correspondence should 





I2 FACTORS Which Will 
IMPROVE Your OFFICE 


Py ARTHUR JAMES 
Managing Director, Viaduct Sewing Machines Ltd. 


hen a doctor ‘‘vets.’’ you periodi- 

cally he checks the state of your 

body by a series of factors estab- 
lished as important by medicai experi- 
ence. Here is a series of tactors for 
overhauling your office established as 
important by practical business experi- 
ence. 

+ 


ONE: Make your office into some- 
thing more than a place in which to 
work. Have the finest system, mechani- 
cal and otherwise, that you can afford. 
Do not neglect the esthetic viewpoint. 
Remember that beauty of line and 
efficiency of service run very closely 
together. 
+ 


TWO: Keep up the office continu- 
ally; examine it critically and often. 
Be as mindful of its appearance as you 
are of your own. 

+ 


THREE : Throughout the winter 
heating and ventilation are of great 
importance. Nobody can work effici- 
ently in a cold or a stuffy office. When 


offices are thus, both the personnel and 
the work suffer. 
+ 


FOUR: Light is essential. New 
Offices have large windows, but some 
old ones are not so fortunate. If yours 
is one of these latter, remember that 
the science of correct lighting has so 
developed that every shortcoming in 
this direction can be immediately recti- 
fied. Consult the expert. 


+ 


FIVE: The reception desk can be 
made the index of the spirit of your 
organization. The right person to sit 
at it is hard to find. Be patient; con- 
tinue to experiment until you find him, 
he may well be worth as much as the 
general manager. 


SIX: Keep an eye on the personal 
appearance of your staff. Grubby 
clothing is a definite business handicap; 
it is not necessary, nor is an office 
littered with unfiled papers, books, 
magazines, etc. Such an office mirrors 
the attitude of mind of the person con- 


be ruthlessly cleared out, for not 
only does it take up space, but may 
lead to misunderstanding and confu- 
sion. 

e 
cerned to his work, and it does not 


increase the respect of outside visitors 


4 
SEVEN : When choosing your staff, 
have in mind the team spirit. Ask 
yourself, will the applicant ft in with 
the man next to him? Will he fit in 
with our customers? 


+ 
EIGHT: A slow thinker will never 
become a quick one. For work requir- 
ing quick decisions, choose men who 
are quick. 

+ 


NINE: Do not havè temperamental 
people on your staff; they clash with 
one another. 

+ 
TEN : A safe way in which to choose 
your man is to judge him on 


two 


standards: (1) Is he a fine "man? (2) 
Has he fine ability? If he does not 
come up to the first standard, do not 
have him; his ability may become a 
liability rather than an asset if he is 


erratic. 
+ 


ELEVEN : Shape a definite policy i 

build up an organization which has an 

INDIVIDUALITY of own. The 

“hit or miss” method is not the best 
+ 


TWELVE: Never forget the pat on 


the back for a job well done. Everyone 
from the office-boy to the top executive 
reacts strongly to timely appreciation 


its 


“The Office should be more than just a place in which to work. Have 
the finest equipment possible. and do not neglect the aesthetic view- 
point, for beauty of line and output efficiency run very closely together” 





BUSINESS for DECEMBER, 


CAN YOU USE THESE ... 


REW 
APPLIANCES? 


You can take this fountain pen from 
your pocket, press one end on the desk, 
and out comes the nib ready to write. 
Your other hand can be doing some 
other job, holding a telephone, getting 
a piece of paper or writing notes. It 
is a ‘one-hand’ pen, with no loose cap 
to unscrew. It is unbreakable, needs 
only half the nib to be covered with 
ink when filling and every pen is sold 
under guarantee of free replacement if 
lost or stolen within a year 
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Above: This appliance is designed to facilitate 

the typing of cards; it keeps the cards flat, 

obviating their curling round the platen. It 

just clips on to the machine and can be Aner rmana en 

instantly removed, leaving the machine again À 

ready for ordinary- use. The cards are held 
by the adjustable guides shown 
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Right: Attathable to any desk or table edge 
this machine affixes an indestructible, bound 
edge to any documents, pages, sketches, 
charts, etc., protecting them from fraying in 
use. Attached along one side only of docu- 
ments it gives an untearable book-form hinge 
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On this fire-extinguisher, a simple device ensures that it is never replaced, empty, in the stand. When itis used, by depressing the 
knob in the usual manner, a catch prevents the knob from returning to its former position, and the apparatus cannot then be replaced 
in its stand until the top has been removed. Thus once the extinguisher has been used it will be a nuisance until it is refilled 
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T.. .most extensive 








are solving gift problems - 
E 
| for staffs and friends $ range of Duplicating 
= e 
7 appliances ever offered 
: aE Ea e dena dir Mert 
= of Duplicating Machines bas 
E brought us to ve Bigs 3a that to-day 
are undoubtedly 
5 AA mo Perlat. Tappilancas obtain =~ 
=} 
. = The regularly increesing demand tor 
m & in the production of A buplenter d for 
B every poselbie purpose. 
Many employers have discovered In Mordan’s 
Bll sa Pencils a gift which wins un- = No fewer than fous 4 ee ans x 
caa A EEN from recipients. a fecal the” balked. pawer 
A Morda “E : ne Pencil i ae 5 on = ble of jh speed output, 
ordi aii e outcome of over possib 
a e eeriance’ in pencil craftsmanship. The z Se ee 
4 hee ec ee would be If encased In = 
\ wood, The propel-repel action is the most = 
dependable device Invented for the purpose. z 
And the finish Is aa í . 
A m pag r E A 
PENGEN pore 
M Isite styles. Erinold from 2/6. Silver and Gold 1 DUPLICATOR parictlare 7" 
any exquisite styles. nold from 2/6. ver and Go 
at various prices. (LONDON Mada) etn Da T. eaPsIDe 
Of Stationers, Jewellers and Stores. Sole Distributors : q LON DON, E.C.2 


L. G. SLOAN LTD., 41 Kingsway, London, W.G.2 


TELEPHONES 


-Xor OFFICE & FACTORY 


TELEPHONE SETS; Direct line, Magneto, Portable, 
and Automatic 


SWITCHBOARDS: oe Magneto, Central 


Battery, and Automatic 


CATALOGUES — INFORMATION *— ESTIMATI 
without obligation from . 


»@ Sfondard 


Telephones and Cables Limited 
AERODROME ROAD, LONDON, NW.9. colinbaie ss 














TAYLORS Khi! TYPEWRITERS- 
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testibbes to its ments, 


A user owntes: ‘'Send us two more ‘Ideals’. 
Our typists all want to use those we have.” 


With four-row standard keyboard, complete in 
case. (V ibe 8 Ibs, nearly 2 lbs hghter than ceri ie Some 
other 4-bank portables ) DESK 
LIS Sa, Od. So fimple 
complete ip case EAr aah 
ELIMINATE LOSS in Plush-lined 
AND PREVENT io mae 
FRAUD BY USING THX #} x4 
AS UARD” 

THE BEST SAVE 80°/, IN POSTING TIME ins 
CHEQUE And let your businese-petting letters jook Hke Post free. 
PROTECTO letters with actual postage stamps by When ordering siat fut waat purpos3 wired. 

R using the TAPPIT stamp ae Also a peli pocket ER RY 
Chea and quicker than a Franker, all stam and Indian monsy, in case, = pcat free, 
As used by the leading firms Do you realise fixed, checked and counted in one crenata 
that an altered cheque is yom lability? Brush made and guaranteed. 
te Bargain £8 8s. each Price £5 5s. 
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All other makes of Cheque Writers 
at half usual prices, asx cor it. 
BARGAIN OFFER 
Fire- resisting and 
Giise  Capheants, 
ce up 
| finshed art 
" lever lock, dupheats 
keys, 
| oie high, 
ins wide, 
12108 aop A5- 
36 ins high, 
18 ins, wide, 
18 ins deep £3 
6 ft high, 2 ft wide, 
ae ins, deep, as 
ti £4 10 
| All carriage paid 
Other ae in an 
Halt Q 
wood. 
Essential for stoting 
Books, Papers, Box 
Files, Letter Trava. 
Other = equally 





hone: Holborn 3793, or write for Bargain Liste and Particulars. TEMPORARY TYPISTS SENT OUT. 


TAYLORS TYPEWRITER MARKET (.CHANceny OS® aR wi) 


Ths flow of repeat orders for “Ideals”? more than 


THE BIJOU QUIET PORTABLE 


Its real quietness and ight touch are alds 
to efficiency, while its compactness, hghtness, 
rebabuty and beautiful work make ıt THE BEST. 



















Cash Registers, Calculators, Time Recorders 
Adding Machines and Duplicators HIRED AND REPAIRED 


OFFICE PRINTERS, GESTETNERS, RONEOS, GAMMETERS, ETC. 


“THE IDEAL ” 
THE SUPERB TYPEWRITER 


NO MORE TELEPHONES 
KNOCKED OVER 
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THE 
NO-MORG 


ERROR If you wee Telephone Extend ng Arms 
LINE GUIDE 
COPY 


Extend and Swing in any direc- 
“ tion. Supphed with fittings foc 
wall, desk oc table. 





Extending 
27 »” o* 22/- 
32 oy 1» 25 
$8 n +» Qf 
Post free. 


Pi it Glass Mouthpieces (prevent 
) for G.P.O. phone 2/8 post free. 
The modern 
methal of fas- 


tening papers. 
Maket clips out 
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arr, jo FAR f TY of ttsett. 
oem — CLIPLESS Post fred 





THE FAMOUS Gaal) CALCULATOR 
’ ae 


For all calculatio 
Wil muluply, divide, NEARLY NEW 


add and subtract 2 | Ledger Posting, Book-keaping 
and Accounting Machines, 
Loose Leaf, Fanfolds or Book 
Writers, with or without 
Adding and Subtracting of all 
makes, at Bargain Prices. 


















THE ADDOMETER 
KO MORE ERRORS Use the wonderful pocket 
Addometer Adds and subtracts rapidly and accur- 
ately. For English and Foreign monev. Decimal 
or Ordinary Figures and Feet and Inches, &c. 
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THE TADPIT UNIQUE 


Swinging & Detachable 


THE LATEST INVEMTION! 
A FOUNTAIN PARCEL PEN 
WITH RUBBER NIB 























Ma TEF FEET etl E dust and fire by 
tnng our Art Green 











Number of Trays per Set. 
Matenal of Trays 4 Trays. 3 Trays, 2 Trays. 


Light or Dark Oak .. 854- 3L- %74- 
Real Mahogany n. Bh 40» 85/- ormona of pe 
Steel, Finished Art Groen 45/- 254- 134 x H x 29 inches. 
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MANAGEMENT - CONTROL ~ POLICY 


MANAGERS 


Overrule Directors 
(Continued from page 11) 


reports need not be seen by the direc- 
tors and may constitute uncensored 
comments which must thereby gain in 
frankness. 

This saves a good deal of time which 
would otherwise be wasted in these 
council meetings. All the minutes of 
the directors’ meetings are discussed 
thoroughly and approved or disap- 
proved. Since the directors, naturally, 
have the welfare of the firm at heart, 
there is seldom anything with which 
the managers disagree. Yet, they have 
the right of veto, and on at least one 
occasion this right has been exercised. 

The question on which this mght was 
exercised was one of broad policy; it 
was exceedingly debatable, and the 
directors could put up a good case for 
their suggestion. The managers, how- 
ever, with a more intimate knowledge 
of the actual working of the firm and 
wider experience of the requirements of 
clients, pointed out their objections and 
substituted a more constryctive scheme 
which, put into operation, proved to be 
of great value both to the firm and its 
clients. 

There is no disharmony in the rela- 
tions between the directors and the 
managers; the axiom, that the expert is 
the man who knows, has been put into 
practice, : 


Managers’ experience was the 
more practical 


Speaking of the conference, in the 
light of the latest balance-sheet which 
is before it in its meetings, all present 
endeavour to provide for improvements 
in the service of the firm. If, for in- 
stance, a particular department has 
shown a drop in profits, though the 
general profits of the firm have shown 
no serious decrease, this council con- 
siders the workings of that department 
and endeavours to find out the reasons 
for the drop. There are present both 
the men in charge of the department 
and also their fellow managers from 
other departments, so that the point of 
view of the department itself as well as 
the point of view of the rest of the 
organization with reference to the de- 
partment, can be put forward. In addi- 
tion, these meetings constitute a further 
review of the internal organization of 
the frm. These continuous reviews and 
overhaulings give us a sense of security 
which is of the greatest help in the 
conduct of affairs. 

Not only is this sense of security in 
the directors—it is in the employees 
too, for they are made to feel, by sug- 
gestion rather than precept, that they 
are business builders, not merely the 
agency for making money or making a 
piece of complicated mechanism work. 
This, we believe, is at once good busi- 
ness policy and commendable humani- 
tarianism as well, 


(Continued on page 347 


£5 - 10 - Or 


Country orders: Part carriage 3/9 
Scotland and NJ. 8/6. 


extra. 





OHAIR: $ N 
Ideal for Office or an8. 
Se Country Orders: Part cost 
13/9 carr Char 1]/-, Desk 2/- 
Formerly 29/6. 


*No. 1 Bargain (top-most illustration) fs the 
most remarkable value ever offered A double 
pedestal OAK Desk for £5/10/0! Size 53 x 30, 
Medium Oak. 6 drawers and anto locks, 
Laminated top 


No. 2 Bargaln. An extra heavy ype-desk for 

only 39/6 is value unbeard of! Size 47 x 20 

Adie minged extension), Light or Dark Real 
x 2 or 3 drawer. 


No. 3 Bargain. Solid 
Oak Chaim with under- 
frame. Seat in 


reen 
Leatherette, Dark or Light 
Polish; clearing at 13/9. 
Worth double. 


th aa 
No. 6 Bargain. 45 only BS (Semel 
Steal Cabinets complete à 
with axfo locks, Shghtly 
stock-soiled. Clearing at 
£4/15/0. Worth {10/0/0. 


{F’cap 15/- extra. 





No. 8 Bargain. 8 stock- 
soled OAK roller front 
pay cabinets for music, 





recorda, &c.; trays 
16 x 13 x 3}. Clearing 
at 70/- each, 


7 DAYS’ 
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FREE TRIAL. .. 2 YEARS’ 





Amazing 
Sale of 950 Desks 


NEVER have such fine Oak Desks and Tables been 
offered at the pnce The lot we bought from a 
high-grade maker who had to sell at one-half the 
proper figure But ths furniture 13 crowding our 
warehouse and the first few hundred desks illus 
trated above we must clear at a mere £5 109 each! 
Look at this group of typical bargains Sene this 
chance CT NOW 
If you are sceptical, send for a desk on 7 days 
tnal—money refunded if you do not hke it Als 
ask for our Sale List of Chairs, Cabinets, Roli 
tops, etc 
No. 4 Bargain 

op Desk Rea 

42x28 Cleann, 
t £8 19.6. Carr Free 


Se 
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No, 7 Bargain. 1 
only Drop-well Desk 
Oak and MSinhogan: 
Cleannog at £8/5/¢ 
Worth {10 Guarai 
teed 2 years, 


GUARANTE! 


by 


If at all sceptical about this wonderful value we will send on SEVEN DAYS’ FREE TRIAL any 


desk, &c. (money back if drssatisfied). 


Pencil your address 


across this advertisement, post, and 


our List will be sent at once. But in any case order NOW to secure one of these phenomenal Bargains 


LTD. Ring Cuy 3313 (3 line 
OSDA 55-56, Old Bailey, London, E6. < 


ALSO: 16, St. Mary’s Parsonaaz, MANCHESTER. 
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nite ey sans se 


ln varons ht» from 3ft , din. mesh at 

10/9 per 25 yd roll, without posts, 14 gauge Other sizes 

and Lad ek appheation Send for Lid N F.L, 105 

PARKER, WINDER & ACHURCH, Ltd. 
Fencing Contractors, 

105 Broad Si„ W.s BIRMINGHAM 1. LONDON: 8 Gi 

Mariboro’ 5i, W, AIANCHESTER COVENTRY 
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uld be difficult to 
ion an organization 
nal or international 
ice that is not a user 
ex. Kardex Visible 
are an integral part 
great firms. They 
complicated figures 
uls into clear, con- 
ts, simple because 
visible. ‘They give 
s instantaneous, up- 
oinute information 
e vital facts of the 

Whether you are 
l in the checking of 
e records of sales, 
ion of outstanding 
or other problems, 
Records have been 


designed to help 
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Made In England 
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@ Write for the most suitable of 


the following Bulletins: ‘‘Purchase 
and Stocktaking’’, ‘‘Sales and Order 
Records’, “Ledger Control’’, ‘‘Credit 


Control’’, or ‘‘Hire Purchase Accounts’’. 


Six famous users of Kardex: 


Corporation of Lloyds. 
Electrolux Limited. 

Ferodo Limited. 

Imperial Chemical Industries, Ltd. 
Kodak, Limited. 

Selfridge & Co. Limited. 


"S 





i, LEADENHALL ST., E.C.3 
Tel, Monument 392! (7 lines) 
AND ALL PRINCIPAL CITIES 
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pame 


A IRK 
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that the larger 
ost economical 





oz. 3/6; 40 oz, 4/6; 
-7 1 Gall. 12/6 


“PROFITS in the industrial 
future will in no small measure 
rest on a recognition of the 
importance of the management 
factor,” 


~—from the New Year Manifesto 
ngno by leading Britssh tndustrialssts, 


WALLACE CLARK & COMPANY 


CONSULTING MANAGEMENT ENGINEERS 
(Clients in leading industries in 
ten countries) 

European Headquarters: 


25 Ave. Victor-Emmannel (11, Paris 


We have just published a nsw brochure 
on management methods for 1934, which we 
will se to Executives on request. 








of course, indulge in quixotic sentiment- 
ality in our relations with our staff, but 
we do endeavour to consider them as 
men and women and not as numbers. 
To the psychological effect of this 
we attribute our success in recent 
years. 

This system has been in operation 
now for several years, and we can 
vouch for its success. It has given us 
a solidly progressive and successful busi- 
ness and a notably loyal staff. The 
summation of our experience is this: 
The co-operation of all is essential to 
the success of a business; a one-man 
business is usually good for one man 
only; if one tries and perseveres in the 
introduction of a profit and manage 
ment-sharing scheme (special stress on 
the words managemeni-sharing), the 
result will definitely be advantageous 
to all concerned. 

If I were asked what have been the 
results I would answer: We have 12 
branch establishments where before we 
had 6, and since 1918 have possessed 
our own very modern optical works in 
a 3-storey building, so that we now con- 
trol our own manufacture where before 
we purchased everything from outside 
sources. 

We now also run a monthly house 
organ which contributes very much 
towards fostering our family spirit. 

May I invite any reader who is suff- 
ciently interested in the foregoing to 
want particulars to get into communi- 
cation with the Industrial Co-partner- 


a ad Gordon Square, 
eerren | aooaa 
MOTOR TRANSPORT 
FOR 1934 


(Continued from page 20) 


Show, and who is also General Manager 
(Sales) of the Associated Equipment 
Company, in some introductory remarks 
about this year’s Exhibition stated that 
it was a triumphant demonstration of 
how weight reduction has been accom- 
plished by the use of stronger and more 
expensive materials without sacrificing 
design and efficiency. 

The amazing range of vehicles 
exhibited on his own company’s stand, 
the A.E.C. range, was in itself a forceful 
vindication of his remarks. I was 
particularly attracted by the six-wheel 
A.E.C. Mammoth Major, which can be 
had with either a petrol or oil engine. 
In the latter class the unladen weight 
is only 7 tons, permitting a legal load 
of.12 tons. 

The range of Armstrong-Saurer oil- 
engined vehicles was extraordinarily 
interesting, particularly as this firm was 
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one of the earliest to experiment with 
the diesel engine. 

For delivery-vans the Morris-Com- 
mercial people supply a varied range of 
15-cwt. and 1-ton trucks. Four-speed 
gear-box and four-wheel brakes are 
standard. On their stand they showed 
a variety of body and van styles, and 
for people interested in vans or light 
lorries for delivery purposes they will 
find their requirements met by Morris 
Commercial. 

Singer & Co., of Coventry, seem to 
have specialized in 5-cwt. and 12-cwt. 
delivery-vans. These vans are very 


RELIABLE 
HOUSE 
TELEPHONES 


INTERCOMMUNICATING—AUTOMATIC— 
LOUD-SPEAKING—The Dictograph Tele- 
phone System enables you—as Principal— 
by the merest flick of a key—to 








SUB-STATION 


















i Get through instantly Hear their replies aloud 
eee nET seo to any departmental through a loudspeaker as 4 
per Be =< pe member s your organiz- dey y ys e~ 

a hi ation, without turning a standing at y e. 
pea Sig si So berara e dial, calling Exchange, you wish your replies to 
designed that pest ‘be used for the holding an earpiece, or be for your own ear only, 
tarevio f ] or additional speaking into an unsanit- an earpiece is provided 
O, aiai aiii ary mouthpiece. 

The Leyland gearless bus was also an 2 Talk naturally to him, Retain both — free 5 
interesting exhibit, and though it has without raising your voice to write or hold papers 
not been applied as yet to commercial and without moving from whilst you talk, or even 

- vehicles, it is an indication that one day your seat or even from walk about the room or 
lorries may be driven without all the your usual attitude. dictate your letters. 
wastage of effort involved in constant Hold a conference Secure right of way O 
gear-changing. Certainly the exhibits 3 between several of your in a polite manner over 
at this year’s show indicate that far departmental ‘‘heads’’ other conversations 
more attention is being paid ¢o the com- without anyone leaving between your depart- 
fort of the driver, and the number of his department ‘‘leader- ments. 





examples of forward control show the less”’. 
increasing economy of space in con- 
struction. 

The altered conditions brought about 
by new taxation and the Road-Rail 
Traffic Bill place a premium on really 
modern vehicles; the immediate future 
will, in hundreds of cases, more than 
justify the purchase of new rolling 
stock. Owners who are content to carry 
on with any old type of vehicle may 
become familiar with the powers under 
the Bill of examiners to order off the 
road vehicles which may be considered 
unfit and unsafe. On the other hand, 
the developments in design and con- 
struction promise radically reduced 
operating costs to those who study these 
items as carefully as they should do. 










AND ALSO PROVIDES 
FULL OR SELECTIVE INTERDEPARTMENTAL COMMUNICATION 







Can you afford to be with- 
out such conveniences in 
your business? It will cost 
you nothing to find out. 
We give free demonstrations 
in your own premises with- 
out charge or obligation. 










MASTER STATION 


DICTOGRAPH TELEPHONES Lid. 


Aurelia Road, Croydon 


London Sales Office: ABBEY HOUSE, WESTMINSTER, S.W.) 
Telephone: Victoria 5714 (3 lines.) 


BRANCHES :—LONDON, MANCHESTER, BIRMINGHAM, GLASGOW, DUBLIN, 
BELFAST, LEEDS, BRISTOL, NEWCASTLE, CORK, Etc. 
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INCREASES THE 


SALES UNIT ADVERTISING DIARIES 


The china manufacturer’s problem is ARE IDEAL ADVERTISING GIFTS 


SEEEN E re am k paea Harpers publish a large range of diaries specially suitable 


by the argument that anything is good | to business men, sportsmen, ladies, engineers, motorists, 





enough to be broken. shipping and insurance specialists, boys and girls, blocked 
To persuade people to buy good qual- with firm’s advertisement. 64d. to 3/6 each. 

ity oo co Eny quantities Write for particulars 

ag man turer produced a Leading Advertising 

set of twelve of them, each of which D. HARPER & CO., LTD. cite tanutcrurers 

depicts the native of a country and 258-262, HOLLOWAY ROAD, LONDON, N.7 





gives the appropriate greeting or saluta- MAKE M 
ti h inking. 
Thus the Englichnan ie shown tv. || THESE SERVICES are FREE| PRINTING MACHINE 


Thousands of users are making an excelient 


ONEY with an ADANA AUTOMATIC 


45/- 








: ef in’? Subscribers USINESS titled to vin i men, Sports 
cally dressed, ERA 8 Cheerio , the free re mlior s caneerhing “Machines, Clubs "hc. Mutzaene esoiiciy Govern 
German ejaculates ‘‘Prosit’’, the Swede Appliances or Services. spent Devt, Pitalers naé BG Sores She 

w “Skal”, the Spaniard ‘‘Salud’’, and so Advertisers who do not employ an agent Label to an illustrated Magazine. 


on. This is a development of the sets A te ben CS saag Poria aog ny illustrated instructions. Write for 


ustrated details and samples of work 

é ito St.. E EASY PAYMENT TERMS 

Service Dept. Business Carmel te . CA Depots : 107, Fleet St. London, & GW, Oldham & \amcheater 
r ’ D.A.Adana, Dept. B.1., Church St., Twickenham. 


of cocktail glasses each piece of which 
depicted a farmyard inhabitant. 
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+ A few of the firms who have 
taken advantage of the organ - 
ised service of 


NATIONAL PROGRESS FILM Co. Ltd. 
NATIONAL HOUSE, WARDOUR ST., W.1 


Telephone: Gervard 3913 
Telegrams: ‘Frofilmads, Rath. London’ 


WHAT 


| would do 





if | were 
an Executive— 


whose duty it was to open the suggestion 
box in the works, I would not be dis- 
tressed when, after the novelty of the box 
had worn off, there was a dearth of sug- 
gestions. I would suddenly issue an 
instruction that every person employed by 
the firm should submit an idea of some 
sort before the evening. I should receive 
good ideas and bad ones, genuine com- 
plaints and examples of frivolous waggery. 
When the best ideas had been picked out 
and used, I should see that an adequate 
prize was given to its originator, with as 
much publicity as possible. This would 
ensure at least one good idea, and it would 
drive home the fact that the suggestion 
box was a serious bid for co-operation 
between all sections of the firm, not merely 
an instrument for picking the brains of 
others, for as such it is regarded in several 
firms I know of. 


+ 


If | were 
a Chemist— 


in a residential district I would keep a 
supply of small bottles holding three 
normal doses. Then, when I made up pre- 
scriptions, I would give one of these 
bottles with every prescription which was 
“to be taken three times a day’’— 
wherever I knew that the customer was 
a business man who did not come home 
to lunch. The cost of the bottles would be 
more than compensated by the increased 
goodwill, and probably increased business 
also. 
+ 


if | were 
a Retailer— 


therefore paying fully 30 per cent of my 
rent for window space, I should want this 
most direct advertising space to pay its 
way. 

Each day I would place a notice in my 
window, not.a conventional stereotyped 
showcard about the goods, but rather a 
strikingly worded phrase or two embodied 
in a day-to-day chat with my friends— 
present and prospective customers. Also, 
if I were using space in the local news- 
paper, I would set it off with the same 
copy as used in my window, thus linking 
up the two. 

This would increase my prestige, and 
would probably increase sales, thus 
making my windows pay their share of 
the rental. 


+ 


If | Managed an 
Order Department— 


I would remove some of the smaller 
irritations which take the smoothness from 
ordinary business relations. The mis- 
spelling of a customer's name often causes 
serious annoyance because it is a personal 
matter, and the incomplete addressing of 
letters and parcels causes delay and dis- 
satisfaction. 
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To overcome this, 1 would write to 
every new customer asking him for a copy 
of his trade label and explaining why the 
request was made. This would at once 
overcome the handwriting difficulty and 
convince the customer that I valued his 
goodwill. 


+ 


If | Managed 
Dry Cleaning— 


or a valeting establishment or any other 
business which repaired or altered goods 
furnished by the customers, I would have 
small sketches made of the various articles 
handled. On these, damages such as tears 
or bad stains would be marked immedi- 
ately the article was received, and a copy 
would be given to the customer. If any 
defect were reported after the delivery of 
the article, I could produce my sketch to 
show whether it had happened while in 
my hands or not, 

A good firm would not hesitate to use 
this idea, because even though ıt might 
prove the customer to be in the wrong 
occasionally, it would put a spirit of confi- 
dence into the customers. 


+ 


If | were a 
Sales Manager— 


I would insist that all salesmen be on the 
job before 9.30 a.m. Most business men 
ve just completed the perusal of the 
morning's mail by that time and they are 
just squaring their shoulders to begin the 
day’s major tasks. A salesman who calls 
at this time will be keener and more wide- 
awake and he will receive more concen- 
trated attention than the man who comes 
in the midst of a crowd of fellow salesmen 
between 10.30 a.m. and 11.30 a.m. 





The above ideas have not 
necessarily been tried out. 
They are suggestions 
offered by readers whohave 
seen opportunities where 
they might be used with 
advantage. Perhaps one of 
them may starta newtrain 
of thought in YOUR mind 













x “In the mail room the sealing and 
stamping of letters are two of the most 
> disagreeable and time-absorbing opera- 
tions. We will deal first with sealing. 
The primitive. method, and one not to 
be tolerated in any circumstances, even 
with very small mailings, is the office 
boy’s tongue. 

As an immediate improvement on 









ist | roller-moisteners, 
across hich the flaps of the envelopes 

are wiped, and the felt pad moisteners. 
-The latter are, broadly, on the prin- 
_ ciple of the fountain-pen, a small reser- 
voir of water percolating through a felt 
‘or rubber wiper. The envelopes are 
spread out and the damper wiped 
across them. 

Either of these pieces of equipment 
costs only a shilling or two, so that 
there. is no logical reason why any 
firm should tolerate the tongue-licking 
method, which is both slow and un- 
hygienic. 

Next we have the mechanical sealers, 
and of these there is a wide range of 
extremely useful equipment. 

First there is a hand-operated mach- 
ine in which the envelopes are fed into 
a chute with one hand while sealing is 
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AUSTIN PLANS A YEAR 
AHEAD 


(Continued from page 9) 











almost eliminate human fallibility. 
Without the assistance of the machine 
we should be without the data with 
which to plan our production at the 
which the customer virtually 
nor should we be able to see 
rice was maintained in 
can see how the 





S peed u p t the e B U S l N E S S (Continued from page 27) 


effected by turning a handle with the 
other. The speed of this machine is 
about 200 letters per minute. It is per- 
fectly clean in action; envelopes do not 
jamb and do not become stuck together, 
as excess of moisture cannot be applied. 

Next there is a similar type of mach- 
ine with electric drive, and also an auto- 
matic feed for letters of various sizes 








This machine will effect- 
ively seal any shape and 
size of envelope up to } 
inch in thickness, No ad- 
justment is necessary for 
this mixed bag, the envel- 
opes may be fed in quite 
indiscriminately. Water, 
electrically warmed, is used 
for the sealing 








and thicknesses. The various models 
of this machine will seal from 6,000 to 
12,000 letters per hour. 

Beyond this, again, is a machine (can 
be had hand or electrically operated) 
which will automatically take and seal 


a mixed mailing of letters containing 


envelopes of any size, shape and thick- 
ness up to } inch. 

it is claimed that no other sealing 
machine can do this automatically and 
without adjustment of any kind. 

[Nore.—-Next month this article will 
trace the mail still further and will 
explain the great saving in time and 
money made possible by stamping 
machines of all kinds. The above 
article will then go on to deal with all 
the specialized equipment needed for 
heavy mailings of postal publicity, mail 
order selling, etc.—Eb. ] 


persistence of any unsuspected or 
unlocated error or departure from plan 
would vitiate the whole intention. Our 
machine analysis gives us a thousand 
eyes which never close, and because we 
can prevent error and waste, we can 
ensure the high quality and value which 
form the foundation of the business, 
and ensure a most lively growth. 


When the income strata which form | | 
our market have been selected, we have | | 
still to decide how many cars in each: 
es have to be prò- 





of our various l 
(Continued on page 40) 








Costing £7 10s. Od. complete 


Pays for itself in 
the first month 


MAY WE SEND YOU AN p 
OUTFIT ON APPROVAL ¢ 





REPEAT-ORDERS received from 
hundreds of firms including: 

MOTOR TRADE—Joseph Lucas Leds 
CHEMICALS — Boots Limited; 
PRINTERS = Kenrick & deff 
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Have you had YOUR copy of 














| Simplicity. No complicated 
recording or numerical-alphabet- 
ical combinations. 


* Complete visibility of every 
file. When the drawer is pulled 
forward it automatically pushes 
upward the hanging front effecting 
complete visibility of the contents. 


+ kaan of space. Height is 

utilised and floor space saved. 
Only 16 inches is occupied in 
depth when the drawer is open. 





_ "Commonsense Filing by Stolzenberg” 
a _ if not, write now. 


ELECTRIC 
CLEARANCE 


MARCHANT 


“MASTER OF MATHEMATICS ü 


CALCULATING MACHINES 


The 100% electric calculator that is Indispensable 
to every business office. Every operation ts per- 
formed electrically and automatically, obviating 
the need for trained operators. 


The Marchant wili speed up your clerical work, 
reduce your costs and eliminate expensive mistakes, 
Guaranteed In every respect for one year. A demon- 
stration and trial wil cost you nothing. 


Full particulars from 
MARCHANT DIVISION | 


L © SMITH and CORONA TYPEWRITERS LTD. 
Melbourne House, Aldwych, W.C.2 
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Absolute security. 
zenberg Flat File, papers are 
bound as firmly as in a book— 
easy to handle and refer to. 


yk Immediate location of the 
required paper. By utilising 
coloured files the time required in 
locating a file is reduced to a 
minimum. 


qx Adaptability to all needs. Its 
elasticity and adaptability are such 
that it can be installed with equal 
success by private users or by the 
largest industrial organisations. 





The Stolzenberg system is proving 

its efficiency in offices of Municipal 

Depts., Banks, Railways, Professional 
and Commercial Houses, etc. 


DISPUTES 
ON PAY DAY 


USINESS houses are eliminating un- 
pleasant wage disputes by employing 
LANCASTER’S NEW PA 

WALLETS—éhe really eficient pay envelope. 
Employees can check kcit money——even 
handle their notes, without extraction and 
without tearing the- wallet, 
In case of a mis-count, wages can be easily 
checked without opening;the sealing being 
absolutely secure and permitting of wages 
being made up and sent any distance with- 
out risk. 
Yet LANCASTER pay wallets are with 
practice speedier than the ordinary trans- 
rent envelope because notes need not 
i folded. 





Free sample Wallets 
and Prices on request. 


LANCASTER BROS. & CO. 
Cash Bag and Envelope Specialists 
Shadwell Street 
Birmingham 4 
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In a Stol- 


| fronted with the responsibility for, and the 


| responsible executive. 


| by R. A. Mills, 


specimen cards, accounting . en ries, 


(Pitman's, 8s. 6d.). 


Š | the m deals with the princip 







Profit Engineering, by C. E. Knceppet : 
(McGraw-Hill, 18s.). OAS 

No, not a book on technical engineering 
but an interesting outline of a plan of 
business organization and methods of 
operation (‘‘Engineering’’, if you likey to 
assure a profit as far as it is possible under 
good management. 

The author not only emphasizes the fact — 
that profit is the basic factor on which the 
business structure rests but he has also | 
devised a chart, so realistic and convinc- i 
ing, that one is not required to be an- 
economist to understand the meaning. of 
“Profit Engineering’’. = 

For years Mr. Knoeppel has given more - 
and more attention to financial regords, 
financial relationship analysis, budgeting — 
on the “variable” principle, standard 
costs, etc., all of which have enabled him — 
to devise the “‘business navigation chart’’ 
(mentioned above), now known as the 
‘‘KnoeppeleProfitgraph’’. 

This book, written by an expert in his 
field, is intended for those in industry con- 











task of, 
profits. 


securing adequate and regular. 
In short, this is a book for aves i 















Office Administration for Manufactur 
A.M.LE, E; AS 
Mech.E. (Pitman’s, ros. 6d:). : 
Mr. Mills explains in logical. sequence 
the broad principles underlying the su 
cessful management of a small manufa 
turing business. Its importance will. 
immediately apparent to all. manufac 
ing executives—particularly when it 
considered that the overhead expenses 
manufacturing and selling may amoun’ 
three or four times the actual value of th 
labour and material used. SS 
The book embodies a wide knowledge: of 
works and office management. Every. 
chapter is an account of the actual results 
of successful experience. There is no — 
theorizing, and in every instance modern — 
organization methods are dealt with from 
their most economical and practical view- — 
points. The treatment of the subject is 
such that the entire field of manufac- 
turer’s office administration is thoroughly 
analysed and explained. ss 
The author maintains that the primary F 
functions of management are the same, 
whether roo or 1,000 men are employed. - 
Its tested methods and sound constructive 
suggestions will definitely. strengthen the |. 
manager's control over profits in a small 
business, and will indicate to the large — 
firm’s departmental executives many ways | 
by which economies and improvements can _ 
be simultaneously effected. eS 
Manufacturers, works and office manag- 
ers, engineers, costing men, accountants 
and foremen will value the book for its. 
wide scope and for its experienced atten- 
tion to working details. Its usefulness ts — 
still further extended by the illu on 
of over 140 examples, charts oo 
a 















photographs. 


Planned Selling, by John wW. Pow 


Right from the introductory. € 










methods of present-day selling as they are 
in hard reality and not in theory. It 
shows how a convincing sales personality 
can be steadily developed, how to build 
up a logical and convincing sales argu- 
ment, and how to proceed through every 
stage of interviews—with all kinds of 
““prospects’’. The variety of methods 
which this book gives for ‘‘clinching a 
sale’ are of value to every salesman, 
whether experienced or not. 

The sales manager will quickly perceive 
the wide practical knowledge and experi- 
ence of the author. The book's explana- 
tions of market research methods, pub- 
licity, staff training and sales promotion 
are vital, and, above all, practicable. 

section on sales letters is much 
above the average. 


Commercial Cinematography, by G. H. 
Sewell, F.A.C.I. (Pitman’s, 7s. 6d.). 

Here is a new kind of book; certainly 
the best we have yet seen on fhis rapidly- 
developing subject. 

The author shows how cinematography 
is being used in business and how it is 
developing into a powerful and important 
factor in the modern busines world. It 
is full of experienced, profitable sugges- 

_ tions that enable every type of business to 
enjoy the assistance of this new force for 
the expansion of trade and the propaga- 
tion of publicity. ; 

The book discusses every point that 
contributes to the success of a film and 
provides the necessary practical instruc- 
tion to enable every reader to make films 
of any commercial subject with 16 mm. 
film. It describes the principles, the 
points that add conviction, the appeal to 
the public taste end imagination, and 
shows how each of these essentials should 
be introduced. The author displays a 
keen business sense which, coupled with 
his experience of commercial film produc- 
tion, assures the reader of the most valu- 
able guidance. 

Every technical consideration is clearly 

=~ described, including the range of cameras 
and equipment, the operation of appa- 
ratus, the use of lighting and lighting 
apparatus, colour, and the actual shoot- 
ing of the film. There is also important 
information on the planning of the film, 
titling, and scenario writing. 

The ibilities of the book are wide. 
In addition to the forceful appeal and 

_ attraction of cinematography for adver- 
tising and publicity purposes, it discusses 
such applications as staff and vocational 
training, general propaganda, and educa- 
tional work. To those concerned with any 
of these subjects this book will prove of 
very great interest. 


The General Principles of Factory 
Costing, by Percy H. Walker, F.S.A.A. 
(Gill & Co., 5s.). 

Quite a small book, but in it the author. 
has explained the principles underlying all 
costing systems and has shown how these 

i@ Principles are applied in actual practice. 

y business man could, from this very 

specific little book, see exactly how to 
_ put in a really up-to-date and water-tight 
costing system of his own. 
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ROTAPRINTING GIVES YOU A FREE HAND... 


To be independent of the printer—and his charges—by having 
in your office a printing machine versatile enough to handle all 
the different kinds of printed matter you require—isn’t that 
worth consideration ? 

An efficient junior can produce all your office forms, ledger 
sheets, catalogues and price lists, special offers, circulars and 
sales promotion matter, exactly as you plan ; delivering the 
quantities you need, large or small, right up-to-the-minute. 

Rotaprint as a machine is unique in printing without type, 
blocks or stencils by a process new, simple and inexpensive. 


You save on the average 50% of your printing bill. 


For convincing proof, tell us your printing needs. Then have a demon- 
stration—without obligation, of course—and see for yourself how Rotaprint 
meets them, 

















Write or "Phone to-day to: 


Kaye’s ROTAPRINT Agency, Ltd. 


CECIL HOUSE, 57a HOLBORN VIADUCT, LONDON, E.C.x 

CENTRAL 5655 (4 lines) ew - 
: BIRMINGHAM, BRISTOL, GLASGOW, LEEDS, MANCHES . 
nme est <2 NEWCASTLE-ON-TYNE and SHEFFIELD 















REDUCE LOSS IN 1934 


Statistics show that at least 1/- per day per man Is lost 
through inefficiency. This means £750 per annum for 
every 50 employees. 


Cut out this loss in 1934 by installing a Gledhill-Brook 
Time-Recorder, and insist on strict punctuality and 
every minute being accounted for. 


GLEDHILL-BROOK TIME RECORDERS LTD. 
38 Empire Works HUDDERSFIELD 
TIME CARDS, HECTOGRAPH SUPPLIES, Etc. 


ue GLEDHILL-BROOK 
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and requirements. 

The respective quantities in which 
these different models shall be manu- 
factured are decided by fluctuations in 
other demands upon the incomes under 
consideration, the cost of living, growth 
of savings, whether a man will consider 
a new car as a luxury or a necessity, 
and what proportion of the total num- 
ber of business vehicles we can reason- 
ably expect to be replaced, and what 
“proportion of the replacements can be 
supplied by us. We also consider the 
possibility of making a new market by 
supplying the demands of other strata 
of incomes than. those supplied at the 
moment, for our: “value for money” 
policy is equally. powerful in all the 
strata with which we decide to deal. 

These last decisions dictate to us 
the raw material we must purchase. 
Already the. sources -and potential 


There. are four hundred 
sizes of GUELPH Cask — 
= giving a range of capacities 
| -varying from 600 to 12,300 
cub. ins. “Wouldn’t one be 
suitable for your product ? 


= Please send post card for descriptive 
~ booklet and/or quotation to 






... | supplies of raw material have been | | 
Mm | examined, and the careful analysis of | | 


4 these instruct uson how we should buy. 


1 Fi season when- a 








‘| unallotted. The “buying curve” 


| shows us how we should, and must, 


| stand at any date during the year which 
the graph represents. 
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of STOCKS, COSTING 
SALES, PERSONNEL 





producing. Its. accuracy cannot be 
questioned, for the relentless perfection 
of mechanical data makes argument 
impossible. Throughout the whole of 
this forecasting operation we have 
endeavoured to find facts, not mere 
probabilities, and it is only in the conf- 





|The ideal is to have the largest stock | | 
‘of material and finished cars in the] 
nand and output are 
A| highest, and to regulate our purchases | 
Å | so that at the end of the season we 
{J bave no material left over or cars | 
| plotted on the graph in Fig. x, and: it 


Now the graph included in the budget. Th | 
‘shows at one and the same time our] jj 
plans for selling, buying, and also for} {| 

















irprise of some, we are able to offer we E 
‘and models which, with alterna- |)]~ 
| tive classes and fitments, give a choice | 

m | to over twelve hundred different tastes. 










INCREASE  EFFICIEN Y 
SERVICE 


SUpERgoe? 


The unique green blotting with 
a big price saving ae 
174X224 ao 





t Ream 6/6, § Ream 12/—, 1 Ream 23/- — 
Carriage Paid : 


Send for Samples TO-DAY 
IT ‘WILL PAY YOU 


| LANCASTER BROS. & CO. 
be _ Envelope Specialists 
‘Shadwell Street, seine 4 


x Ea ETC. 

S , An ancirely new system which 
combines complete visual control 

with the following advantages :— 

“oe “le is essentially simple 

n Skilled employees are not required 

e@ Eliminates cumbersome written figures 


e Gives facts and figures in a manner 
striking in. general- significance and 


; immediate in detail . 
ee Further details: sent upon application to :— 
“L. C. SMITH & CORONA 


TYPEWRITERS LIMITED 
ee Melbourne F House, Sides W.C.2 








intine | this development to the trade, he points { tie 

ix | out that most women in need of a dish- | |1) 7 W 
“i cloth will pick. up the- packet. with its | | 

“į variously coloured contents just ‘as 

| readily as they would buy a single one. 
This means that he gets the six profits 














dent knowledge that we have facts 
‘before us that we can embark on the 
task of actual production at the first 
minute of the first week of the new 
programme. 






















+ ACCESSIBILITY 
SIX SELL AS READILY on the desks in a cabinet, oF In hyri HE 
AS ONE Cioe 2 and. 


< PORTABILITY 
“Easily carried from one place to another, | 


SECURITY 


When leaves become obsolete they can: 
easily be removed, 


COMPACTNESS 


Onily live matter is kept In the binders. 


ECONOMY 

Wè wit- send on seven days’ approval 
One “Robin Looseleaf Book with A-2 
index and 200 leaves size 5° x 8 ruled FLJ 
for. stock record, or ruled lats if proe- 
ferred, for 0j- post free. 


“Send for: 66-pas ¢ illustrated catalogue - 


„RU DDOCK & SON 
LINCOLN” 
and at 3 OLD JEWRY, E.C.2 


anh nanna aan enplenrrar 


Dishcloths are normally bought only 
one at a time. Every smoker knows 
that two packets of ro cigarettes bought. 
separately last longer than one packet 
of 20. For a similar reason-—that a new 
one is not bought until it has become 
an absolute necessity——the sale of dish- 
cloths is not as tapid as it could be. 
To overcome this problem a manufac- 
turer has put them up in packets of six, 
in a cellophane wrapper. Announcing jji 





from the handling of a single unit. 
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,DELIVERY- SYSTEM” 


a credit to your 
business |“ 








Jora Tax £15 per PEs, 
10-12 CWT. VAN £ j 68 


Use vans that look well, carry your 








i 
name and address, as well as your (AT WORKS, DAGENHAM) 
goods, with distinction, in a manner 

suggesting a live, up-to-the-minute business concern ® You can secure all y 


these desirabilities by standardising the FORD 10-12 Cwt. Van, £168 at 
Works, Dagenham e The local Ford Dealer will gladly demonstrate 
this van, doing a representative day’s deliveries for you, at his own cost, 
without purchase-obligation on your part ¢ He will also explain Ford 


Facilities, with fixed, low charges for replacements and repairs. 
~ 


FORD MOTOR COMPANY LIMITED, DAGENHAM, ESSEX. SHOWROOMS: 88 REGENT STREET, LONDON, W.4 
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